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1.1 Introduction
13 7TH GjikeiiIRT 1h eRGhIjTid 1 AT T #jJKijH 6 TTTT 356 AGiih 1n IGETT i j AG § 1KJ and to protect
the environment. These rules are designed to alert contractors to hazards, special considerations

and protocols that apply to all works being undertaken on University premises. It is also areminder
of some of the statutory requirements that apply.

Contractors shall observe their duty not to endanger University members, their own staff or
others by their activities when working on University premises. If you have any doubt about the
task, work requirements or specialist instructions your staff are being asked to undertake, you
must seek advice from your University project manager.

1.2 Competent Contractors

To be accepted onto the preferred lists of contractors, all applicants must be registered with an
accreditation scheme as described in the HSE Safe Procurement Guide i.e. Contractor Health and
Safety (CHAS), Safe Contractor, Construction Line, Achilles, BM Trada, Exor and NHBC
Accreditation Schemes, and be competent for the range of works being undertaken. Itis an
essential component of the competence and suitability of preferred contractors and suppliers
that the rules contained in this document are adhered to.

This guide must be read and understood by the senior management of all contractors and

JK I I TEAK B gRET K i j TR 38T 3 GIGTH ingTH TG IIGHl j 71 gl 1 778 GjlkmijIfIiI Efs
Rules to the attention of all staff, including sub-contractors, working on their behalf at the
University, through work instructions or induction. It is the duty of all contractors to have
knowledge of this document and all applicable legislation and to take account of it in the pricing,
planning, management and execution of allwork on University projects.

&THGjTkrEIIFT 1heRGhIFT GIIT T6J G Ji g vt 1 TATH] JILRA (&iGhHI B 6 jiJ DKIRH GkGIIGGH hTij TIK T
issue to your staff.

GTHRTTR k1A (C 1 jTiGATTiji 13 KIrh 7113 #IKGHT Gi nirI 1 JKG-contractors and Estates
construction related operatives, supervisors and managers.

Before any work is carried out, the contractor shall confirm, in writing using the Declaration of
Compliance form at Appendix 1, to the Estates Director, Head of Function that this guide has been
read and understood and will be applied to all subsequent work.

STHATJiGATTIj 13 L HATRA TT gHAG B G| i T TR ATAK § /3T ICGI TIKPRT CIIR[TIGT AHGITT Y EGhHGT
Toolkit for the Smaller Constructil § Ci jjijGHjTij #&cD @AAi &TH Hontractor should also be
familiar with the Approved Codes of Practice for the Management of Health and Safety at Work

Regulations 1999 (as amended 2006); Workplace (Health, Safety & Welfare) Regulations 1992; and
the Construction (Design and Management) Regulations 2015.

1.3 Purpose of These Rules

These rules provide written guidance on our expectations and general safety advice for working on
the University, and may be referred to in the contractual preliminaries. They do not amend or
replace any statutory requirement. Any reference to Regulations, British Standards, Codes of
Practice, Guidance Notes etc. referred to within this document are those deemed generally
applicable and is not exhaustive.
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1.4 University Appointed Project Manager

Your contact point will generally be the designated University of Reading Appointed Project
Manager (PM) or for works originating from the University of Reading maintenance team, the
Maintenance Manager (MM) for the project or his nominated representative. The role of the
PM/MM is to administer the running of the project and monitor its progress. Generally,
communication between the University and the contractor will be via the PM/MM. The contractor
will be advised if a Clerk of Works is to be employed. For the purposes of this document, any
reference to PM will be the same as those roles undertaken by the MM or Clerk of Works.

For its part, the University will assess risks of our work activities or on-site hazards that might put
the Contractor at risk or require him to take added precautions and communicate these residual
hazards to the contractor. The PM will alert the contractor to any hazards or activities that may
impact on the planned work.

CONTENTS IN ALPHABETICAL ORDER

Accidents, Incidents and First Aid

The contractor shall record all accidents/incidents, which arise out of the contract works in areas
under his control as required by legislation. Whilst the University understands the need to protect
information under the Data Protection Act, the University expects the contractor to include broad
details of types of accidents in its monthly or interim project reports and in particular, the remedial
steps they have putin place to prevent reoccurrence.

Reportable incidents under the Reporting of Injuries, Diseases and Dangerous Occurrences
Regulations 2013 (RIDDOR) should be made by the contractor to the appropriate authority on
Form F2508 and broad details i.e. information that does not breach the Data Protection Act should
be communicated to the University PM who will inform the University Health and Safety Services
(HSS) team.

The University always retains the right to investigate accidents/incidents on University property
and all contractors will be required to co
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Where intrusive refurbishment is anticipated the AC will undertake a suitable and sufficient
inspection which may include taking additional samples or the commissioning of a full
refurbishment and demolition survey (formerly Type 3). Survey information will be available from
the health & safety file in the case of projects falling under CDM or directly from the SO/AC. The
asbestos register will be updated by the AC. The contractor must not commence work where the
asbestos information has not been provided.

Where reasonably practicable any ACMs affecting the project will be removed as enabling works
either as a separate contract or part of the main contract in the case of phased works. This does
not mean that all ACMs will have been removed from an area. Following any asbestos remediation
work and before any project work can take place the AC will provide a statement of the work that
has been undertaken and a summary of any residual hazards that remain; this statement must be
received before the main works start. The AC will also update the asbestos register.

A statement on the known ACMs must b [jAKh#h 1§ 7T A jTiiGAT i3 JijH Induction to all
employees and sub-contractors. Where considered relevant the AC can provide a briefing/tool
box talk to form part of the site induction.

Any damage to known or suspected ACMs must be immediately reported to the SO and work
must stop to enable abatement works to be carried out. At all times the contractor must comply
with the provisions of the University of Reading Asbestos Management Plan and the Control of
Asbestos Regulations 2012.
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Bio-Hazards

Biological hazards are present in some University buildings, particularly laboratories. Where the
hazard is present the door to the laboratory will be marked with a sign Gjh JKgHA]Ti G ieHij B ijTi
K 1iT1j eGoliGTiijHd.

The contractor will be informed by the Departmental Representative when the area is safe to
enter. See LABORATORIES.

Children

No children under the age of sixteen are permitted to be in building areas where construction work
is taking place or external areas where contractors are working. This prohibition includes the
children of staff, students, visitors and contractors.

Confined Spaces

These are areas where there may be dangerous gases or lack of oxygen leading to asphyxiation or
explosions. This caninclude open trenches, enclosed rooms or outbuildings containing machines
or test equipment capable of venting gases or extracting oxygen from the air. Otherwise areas
that are difficult to getin and out of are classed as restricted access spaces.

Contractorsi employees may not enter any tank, pit chamber, pipe, duct, flue, or area that has
been identified as a confined space without a full risk assessment and training. Evidence that
operatives have confined space training and the appropriate procedures are in place is required
before accessing the work area. Some plant rooms also have confined spaces.

A steam district heating system exists on the Whiteknights campus with some parts passing
through large underground ducts. Access to any of these ducts or plant rooms is strictly controlled
by Gino unauthorised accessi statement and a permit to work system controlled by Estates.

Consultation

All construction work now falls within the scope of the Construction (Design and Management)
Regulations 2015 (CDM). However, not all construction work requires notification or the
appointment of G (&ijlj A1 Gi GHITT jifijil ;h during the planning stage it becomes clear that itis a

J AFIIGETR i i TRATE TR €E ki Ga v 1157 G il j Al 6T ¢RI jifiji Gjh kiljjr 3 IhAGHTT § B GheTI JTH
Health and Safety Executive, also a Pre-tender Health and Safety Plan will have been prepared
detailing residual risks.

Risk assessments are required by law for all tasks that present a significant risk; the HSE do permit
generic assessments backed up by dynamic or in situ revision. Where a generic assessment has
been modified by factors local to the task, it should be documented if only for the improvement of
the generic assessment. Any significant changes to the work, not forming part of the original risk
assessment, must be discussed with the University of Reading Appointed Project Manager
beforehand and may require that a new written assessment be done.
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Contractors Visitors

No contractor is to arrange for persons not connected with the task, to visit them on site unless
prior written permission has been obtained from the PM. If the visitor arrives unannounced and has
legal rights to access the site a Police Officer, HSE Enforcement Officer, Environmental Health
Officer, Environment Agency and so forth a the contractor shall inform the PM and H&SS
immediately and in that order.

COVID 19 Requirements - University of Reading

The University of Reading requires that all contractors follow all requirements as stipulated by the
UK Government and any additional local measures deemed necessary by the University of Reading
concerning Covid 19 protection measures.

Local University of Reading processes or procedures must be followed and any contractor failing
to adhere to them may be subject to further action.

Danger Boards

The contractor shall not touch any equipment if an Isolation Notice or Danger Board is attached to
any electrical or mechanical equipment. If the contractor is expected to work on the equipment, he
must seek out the person whose name is shown on the Danger Board or notices and consult the
PM before commencing work.
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Where locking off arrangements are in operation the contractor should follow the procedure
detailed in the University Code of Practice for
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Contractors are reminded of the effect of dust and fumes on fire detections systems and the
need to isolate and protect detector heads. See PERMITS.

Electrical Safety

The University is served by a high voltage (HV) distribution system comprising HV sub-stations at
various locations on the campus and a low voltage distribution network. The HV sub-stations
require a permit-to-work for entry.

Contractors must:

1

Obtain in writing the consent of the University High Voltage Duty Holder before making
any connection to the University electricity supplies.

Ensure that cables, plugs and sockets are free from defects and that the fuse rating is
suitable.

Avoid trailing leads whenever possible and agree adequate protection, if it is necessary to
route the leads across corridors, footpaths or roadways.

Provide suitable step-down isolation transformers where necessary for all work, or provide
alternative means of protection (such as residual current devices) where low voltage
equipmentis not available. All equipment to have a current test certificate.
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If you require any further guidance or have quesjii jJ I j jT# GjikrijJijiiJ #j ergy and water Policy,
EnMS or energy management in general please contact Sustainability Services.

Equipment and Portable Tools

The contractor shall ensure that all equipment is in good order, appropriate for the tasks and
complies with the Provision and Use of Work Equipment Regulations 1998 (PUWER).

All portable tools are to be of low voltage. Step down transformers are to be provided from 240V
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Apart from the health hazards, which are covered by the COSHH regulations, it is important to
ensure also that flammable and explosive gases, such as acetylene, butane and propane, are used
and stored safely. The University of Reading appointed Project Manager (or their nominated
representative) should be informed of any difficulty connected with the use or storage of these
dangerous materials on premises.

Any proposal to bring acetylene onto campus must be notified to the University appointed Project
Manager and if necessary, the University Fire Safety Adviser must be consulted.

For its part, the University will take all reasonable steps to advise the contractor about any
hazardous substances, which may be presentin the area of work. The presence of asbestos in
buildings is covered elsewhere see ASBESTOS, but it should be noted that there may also be
mineral fibre insulation in some suspended ceilings which should be treated with care. The special
hazards of work in laboratory-
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ensure that smouldering fires have not started. Contractors must ensure that their work schedule
allows time for this to be done before work ceases.

Housekeeping

Housekeeping on sites will be to a high standard. Dust and rubbish must not be allowed to
accumulate. Rubbish should be removed from the working area at least daily. All steps, ladder
access, gangways and corridors will be kept free from obstruction and swept, mopped and dried
frequently. Material storage must be only in an identified area away from the works whether in
buildings or externally. Any waste not cleared which causes a hazard will be cleared by University
staff and the cost charged to the contractor or debited to the account of the offending
contractor.

Waste must not be allowed to accumulate and must be removed from the working area as soon as
possible and placed in a covered skip if appropriate.

The University is committed to reducing and managing its waste responsibly. Contractors should
note that they are not permitted to use University waste bins on site for any of their waste and that
they must make their own provisions. See also the section on SKIPS, which provides information
on their suitable location.

Identification Badges

All contractors are required to carry a means of identification when entering any University
property, and shall present the identification when requested to do so.

The identification shall provide:
f The name of the company
f The telephone number of the company
f  Aphotograph of the bearer
f The name and title of the bearer

The identification requirement is for security of the users of the building. Personnel without
identification will be required to leave the premises immediately and the University will not be liable
for any loss or expense of abortive time.

Induction

All contractors are expected to carry out a site induction with their staff when working on UoR
premises. This is expected to be a minimum of a general induction to the area and the particular
needs of the University as expressed in this document and wherever possible a specific induction
to cover the specific hazards of the work they are undertaking.

To support contractors in this the G ie T6J 1iji hKArh G 1 i ATHT JiLEA i8iiGARJ § 6§iJ DKIARI T
issuing to individual contractors. This is available from the Project Manager.

Keys

Keys and entry swipe cards if required will be arranged by the PM. Any security access equipment
provided to the contractor must be returned on the day of the project being completed, unless
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this time period is explicitly extended by the PM. If such equipment is not returned promptly, the
contractor may be held responsible for any costs involved in the replacement of security access
equipmentincluding changing locks and reprogramming entry systems.

Laboratories

&TH GjTkriJifIid 16g 1ijGT Tijies contain equipment and containers of substances, which may be
dangerous if not handled correctly. Much of the equipment is also highly valuable. For this reason,
contractors are not permitted to work in any laboratory without written authorisation from the
departmental representative of the School responsible for the laboratory Gjh GieGg erij J §7i

G ijTi. This will be arranged by the UoR PM
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ri I TGTIkA Cir Tl § 13 hiiGk g T1 1ijGj THONHGIR THE 1 ijKj j1j T6 cards, which accompany
unattended experimental apparatus.

You must not eat, drink or smoke in any laboratory and you should wash your hands on leaving.

Ei ) HIGGTGTHiiRI TokA JuHAIGTiITI! &THI GijH Ihr jjihirh kT 0ETi TGLGIRG 1ijleGhIG]Tl jiJITjdGjh
special precautions will be taken to ensure that they are safe before you work in them.

Other risks, such as from lasers and strong magnetic field, will also be indicated by suitable signs.
Do not enter these areas or start work in them until these precautions have been taken and you
have written confirmation (in the form of a permit) that work may start. Please talk to the PM who
will contact H&SS in case of doubt.

Ladder Safety

Contractors should only use ladders where work is of short duration or it is impracticable to use
scaffolding or mobile elevated work platforms. Ladders must confirm to BS EN 131 standard and
should be tied at the top to a solid fixing (not rested against guttering) even for short duration, and
secured at the base or footed. Ladders should be regularly inspected and defects repaired or the
ladder replaced. Nobody should work off a ladder for more than 30 minutes. Any tools and
materials should be secure in a belt around the waist. When ascending or descending the ladder,
three points of contact should be maintained at all times a one hand, two feet or vice versa. See
EQUIPMENT & PORTABLE TOOLS.

Legionella

The management of Legionella in water is now controlled by a variety of different legislation.
Responsibility for ensuring compliance with this legislation within the University of Reading for fixed

water systems has been delegated to Estates.

Schools/Directorates are responsible for any non-fixed RIJKI1 J HiTJTCIITHI 1 j! 6EGHHTT & I]‘HA@
ACHJTili iheHTIl §HIG 1j cH1GIf § #HFei CIUKI B HFTE vijikiInAI TKIRGAH 1 TT13 GInHAT Ih er il JHIG
control.

Responsibility for the implementation of the Control of Legionella bacteria within water
systems, along wit
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No access is permitted to lifts, lift shafts and lift motor rooms without the express permission of
the Lift Duty Holder.

Lone Working

Contractors, especially the self-employed, should ensure that if working alone on University
premises they have suitable controls in place for the safety of the lone worker such as mobile
phones, calling-in procedures, or two-kGiiGhTT! C § 17T THIJ Gijt ijrd v 1 j Jigie nlij jHiij & § o1 THRAJ)
safety. See HSE INDG73 (rev 3) G iijTi§ T Gii j#1j JGirgTil

Maintaining Access

University buildings are in use at most times of the day (during exam periods up to 23.00hrs).
Proper consideration must be given to ensure that means of access for staff, students and visitors
are safely maintained. Some students or visitors may be blind or partially sighted. Some may be
wheelchair users. Itis essential that their special needs are taken into account.

Within buildings, corridors must not be obstructed since they form part of the fire escape routes.
Fire doors must be kept closed whenever possible.

Outside of buildings, the campus is open for public access at all times, so it is important to provide
adequate barriers or guards around areas of work. Bear in mind that the possible presence of
children may require more secure guarding. Note that a public right-of-way exists through the
Whiteknights campus from Whiteknights Road to Shinfield Road.

The University roadways are narrow in places, and must not be obstructed by unattended vehicles,
skips or building materials in a manner that could delay access by the emergency services.
Contractors external working area, parking for contractorsi vehicles, the siting of skips etc., must
be agreed in advance with the PM, liaising as necessary with the Head of Grounds. See
CONSULTATION.

Building materials must be stacked safely and neatly within defined and agreed areas to occupy
minimum space and rubbish must be cleared regularly. Rubbish/refuse must be placed outside the
building in skips or in specified collection areas. It MUST NOT be dumped in foyers or directly
outside exit doors. All egress areas from exit doors are to be kept clear.

Natural environment

The University has three beautiful campuses, full of green space and wildlife, and Whiteknights
Campus holds the prestigious Green Flag Award. Contractors are asked to consider how their
activities willimpact upon wildlife, biodiversity and open spaces. Some areas may require special
protection measures due to the type of habitat or species of wildlife found there and some may be
protected by law.

Contractors should apply best practice which may include (but is not limited to) limiting
disturbance to natural habitats and wildlife where possible, comply with relevant legislation
(including that for protected species), not undertaking clearance of vegetation during ecologically
sensitive times of the year, complying with Tree Protection Orders, avoiding disturbance of tree
roots (unless necessary to do so) and ensuring that invasive species are managed appropriately.
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Noise, air quality and nuisances

The University recognises the need to be a good neighbour, both to the community outside the
Universities Campuses and properties, as well as to staff and students at the University itself.
Contractors should be mindful of what effect that their works may have on these communities,
and aim to minimise disruption and disturbances where possible. If you receive any complaints
regarding any of these issues, please remain polite and notify your PM.

The University also has set quiet periods where noisy works are not permitted. These are during
the University exam periods, your University PM willinform you of any such periods that may fall
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Radios

Only two-way radios for remote task and safety communication are permitted on site. The use of
mobile phones for this use is not permitted as they are not reliable enough.

Radioactive Materials

No ionising radiation materials or equipment is to be brought onto site without the express
permission of the Director of H&SS.

Radioactive materials are used in some University buildings. The laboratories where such materials
are used are clearly marked. No work should be undertaken in such areas until the Departmental
Representative has confirmed that the area s free of contamination and all radioactive sources
have been stored securely.

Disposal systems for liquid radioactive waste are normally marked yellow and should not be
dismantled until the departmental representative has confirmed that the area has been safely
decontaminated. See DRAINAGE SYSTEMS.

Road Safety

Contractors are required to follow directional and speed limit signs posted round campus. Drivers
must take special care due to the large amount of pedestrian and cyclists traffic on the campus
and that they should never exceed the speed limits. Over the majority of the campus this is 20MPH
but some areas are only 10MPH.

Roof Working

When the need arises to work on roofs, the contractor must have completed site specific risk
assessments and method statements, these must be agreed in advance by the Project Manager.
Differing hazards occur on different roofs such as edge protection, fume cupboard flues and guy
ropes, fragile roofs, roof lights and glazed areas, telecommunications masts etc. The employees
must be suitably trained for working at height. Collective protection such as edge protection and
crash mats are far more desirable than individual protection such as man-safe systems. Arescue
and fall arrest management system must be included for rescuing the victim; itis unacceptable to
rely on the emergency services whilst the individual is dangling on the end of arope. A permit to
work system operates for roof work and this must be discussed in advance with the PM.

Science Buildings

Any works to be undertaken with any Science Buildings needs to be coordinated between the
Contractor, PM and Building Support Officer. All necessary permits need to be obtained prior to
any works being commenced.

Scaffolding

Prior to the erection of any scaffolding by the contractor, the means and method for the erection
of and maintenance of the scaffold will be agreed with the PM. Any scaffolding erected or
dismantled on the cl jJiiGATiijJi behalf shall be done so in a safe manner; throwing or dropping of
scaffold components is not permitted under any circumstances.
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Erection, alteration or dismantling of scaffolds must only be undertaken by operatives with a
Scaffold Training Record Card. The responsibility for statutory inspections and maintaining the
scaffold register rests with the contractor. Additional inspections will be required in the case of
inclement weather.

Ensure that the statutory scaffolding register is maintained by a competent person. Ensure
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lockable. Skips must be emptied as soon as possible when full, please see further information in
WASTE MANAGEMENT
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