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1. Introduction  

Northern Devon Healthcare NHS Trust is committed to safeguarding the 
health safety and welfare of employees, patients and the general public when 
contractors are working on our sites on our behalf. We will seek to ensure that 
competent contractors will be engaged and that they are required to work 
safely, and monitor performance. 

The aim of this policy is to protect the health, safety and wellbeing of staff, 
service users, visitors, contractors and anyone else who may be affected 
when contractors are working on Trust sites. 

January 2020 update:  The Trust is currently investigating a web based 
Contractor and Visitor signing in and management system, to enhance 
compliance with Security, Health & Safety, & GDPR. The new system will 
require a review of version 2.0 of this policy, therefore a shortened review 
cycle has been set for version 2.0 of the policy to ensure the changes brought 
about by the new system are reflected in the next revision.  The policy will be 
reviewed July 2020. 

2. Background Information  

The Trust has embedded the responsibilities of the Health & Safety at Work 
Act 1974 and The Management of Health and safety at Work Regulations 
1999 into its management of all its directly employed personnel. Health and 
Safety arrangements including risk assessments and method statements are 
available for work settings across the Trust.  

The Trust responsibilities do go further than direct employees however. Both 
the Trust and contractors have responsibilities under Health & Safety 
legislation. Everyone needs to take the right precautions to reduce the risks of 
workplace dangers to employees and public. Because a contractor is 
employed, this does not delegate the employers’ responsibilities to 
them.  

The importance of contractors in the Trust’s operations can be demonstrated 
by considering just where they are employed at present. The Facilities 
Directorate manage a large number of works involving contractors from large-
scale refurbishments to small maintenance items. It includes on-going 
contracts such as replacement floor coverings, redecoration and landscape 
maintenance. 

The use of contractors is now extensive by local Managers and others 
throughout the Trust carrying out such operations as: 

 Servicing/installation of specialist medical equipment  

 Photocopier repair 

 Servicing hoists 

 Window cleaning 

 IT infrastructure including nodes and cabling 
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 Telephones 

 Pharmacy & Pathology specialist equipment 

 Sodexo Hotel Services 
 

All of these contractors operate in live hospital environments and the need to 
be aware of the risks particular to the areas they are working in and develop 
safe working practices to manage them. 

The procedures outlined here seek to provide a framework for this but in the 
interests of making clear the various roles at the Trust it is helpful to consider 
different aspects of the roles as ‘Landlord’, which is a role that the Facilities 
Directorate acts for the Trust and ‘Occupier’ which is the designated 
responsible manager for any building or grounds to which staff, patients or the 
public have access.  

If managers wish to employ the services of a contractor to undertake work on 
their behalf, their needs to be effective collaboration between managers, the 
Landlord (Facilities Directorate) and the Contractor. There has to be flexibility 
to achieve this and maintain control of safe working across the Trust. It is 
important to coordinate if more than one contractor is working at the same 
time in occupied premises.  

The Facilities Directorate must be made aware of any works that 
contractors are asked to undertake that will affect the fabric of the 
building, before works commence. Works that have little ‘building’ content 
such as cabling for IT network, may have a considerable impact on the 
building fabric by e.g. penetrating Fire Compartment barriers etc. 

Construction work falls under specific legislation with some notification 
requirements under the Construction Design Management Regulations 2015. 
The Facilities Directorate is able to advise the client designer and contractor 
responsibilities that arise under this and how they can be managed. 

There have been queries if this legislation CDM 2015 applies to maintenance 
work, to which the HSE have stated: “If the task in hand looks like construction 
work, requires construction skills and uses construction materials, it is 
construction work. General maintenance of fixed plant which mainly involves 
mechanical adjustments, replacing parts or lubrication is unlikely to be 
construction work.”  

3. Definitions  

3.1. Landlord 

An owner of land or buildings and/or person(s) appointed on behalf of 
the owner to manage land or buildings. In the Trust, the Facilities 
directorate acts as the landlord of all owned and leased premises. 

 

3.2. An Occupier 
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The designated ‘responsible person i.e. senior manager of any building 
or  grounds to which staff, patients or the public have access to deliver or 
 receive a service on behalf of the Trust. 

3.3. Contractor  

Anyone that a manager asks to work for them who are not an 
employee’s of the Trust (and is given freedom to plan how they carry 
out the work). This definition also applies to consultants that carry out 
work for the Trust. 

3.4. Employee  

Any person who carries out duties on behalf of Northern Devon 
healthcare  NHS Trust irrespective of whether they are paid for performing 
the work –  therefore for these purposes trainees, volunteers and non-
executive  members would be considered as employees. 

3.5. Sub-contractor  

May be appointed by the main contractor to help carry out the work and 
will  have similar duties to the main contractor. 

3.6. Project Officer 

Usually an architect, surveyor and / or a technical officer responsible 
for monitoring the technical aspects of the contractor’s work. 

3.7. Contract Liaison Officer  

Usually a senior member of the contractor’s staff appointed to maintain 
daily  liaison with the occupier for the safe performance of the contract. 

3.8. Term Contract  

One that is set up to carry out the same work for a number of times, 
usually on a regular basis. Most cleaning contracts and annual 
servicing of equipment fall in to this category. 

3.9. Risk Assessment  

A carefully written or recorded examination of hazards, risks and how 
people  could be harmed by the work. It will establish the precautions 
required to  eliminate or reduce the risk to the lowest practicable level. 

3.10. Method Statement (Safety Plan)  

A description of the procedure to carry out the work in a safe manner. 

3.11. Safe System of Work  
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Detailed procedure that describes a sequence of work activities and 
the risk control measures that must be followed to minimise harm or 
injure to any persons. 

3.12. Workplace 

Any building or premises where Trust employees work and which other 
 persons (i.e. patients, visitors and the general Public) use.  

4. Responsibilities  

4.1. Facilities Directorate (where appropriate) 

Facilities have the overall responsibility for management of the 
buildings and grounds occupied by staff and other persons. Many of 
these buildings belong to the Trust, but the Facilities also oversee the 
management of leased or rented buildings. Facilities maintain a list of 
preferred contractors for certain types of work. Their health and safety 
performance is a key feature in considering which contractors are put 
onto this list. The list is maintained using several methods, including 
obtaining feedback from managers about the performance of the 
contractors. 

Technical staff and project officers carry out a proactive monitoring role 
to support the local manager, particularly for higher risk contracts. They 
will provide support to local managers on request to ensure the safe 
and proper execution of the contract. 

Summary list of Facilities Roles and responsibilities 

 Establish and monitor an Approved List of contractors 

 Develop good practice for the management of small maintenance 
contracts 

 Place orders for improvement, repair and maintenance work 

 Liaise generally with building occupiers tom establish safe working 
environment for contractor’s workers and Northern Devon 
Healthcare NHS Trust staff 

 Employ contractors by selection from the Approved List 

 Receive feedback from departments regarding the performance of 
the contractor 

 Respond to complaints from the occupier and provide support to 
ensure safe and proper execution of the work 

 Implement a proactive monitoring role to support the occupier 
department, particularly for higher risk activities through the 
process of contractor job auditing 

 

4.2. Line Manager ‘Responsible Person’ for each Department 
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The ‘responsible person’ usually the manager of the service or 
workplace, has a day-to-day responsibility for the health and safety of 
all persons on the premises or in the area under their control. 

When employing a contractor to undertake work on their behalf not 
managed by the Facilities Directorate that known hazards and other 
local matters relevant to the work must be supplied by the manager to 
the contractor before the work begins. 

It is suggested that the Manager follow the Facilities Department 
procedure for employing contractors for smaller projects; 

 Issue of the Site Safety Leaflet containing site notes 

 Issue of Construction Phase Plan for minor works identifying any 
specific risks for area/work concerned  

  A Construction Phase plan should be in place before works proceed. 

  You and the contractors must also meet to discuss the work and  
   jointly review and agree the health and safety arrangements. 

Managers must communicate information about the contractors 
working arrangements to staff and other people where appropriate. 
Managers must carry out a common sense monitoring role during the 
execution of the work to ensure that risk to staff and other persons is 
reduced to the lowest practicable level. Records must be kept of 
everything that is done in relation to the work. 

Summary List of manager’s roles and responsibilities 

Manager roles and responsibilities include: 

 Following the Health and Social Care Act 2008 Code of practice on 
the prevention and control of infections and related guidance 

 Following Infection control guidance for compliance with criterion 6 
to be included in the induction programme and staff updates of all 
employees (including volunteers). Contractors working in service 
user areas would need to be aware of any issues with regards to 
infection prevention and obtain ‘permission to work’ 

 Identifying hazards in relation to your workplace activities and other 
known hazards e.g.  Asbestos. chemicals – activity: communicate 
these to the contractor 

 Providing supporting information to contractor regarding local 
arrangements relevant to the work 

 Meeting the contractor before the work begins to discuss the work 
and jointly review the health and safety implications. All reasonable 
steps must be taken by the contractor and the manager to reduce 
the risks associated with the work. 

 Ensuring that staff are aware of and respect the contractors 
working arrangements 

 Undertaking a common sense monitoring role during the execution 
of the work to ensure that risks to staff and other persons are 
reduced to the lowest practicable level. 
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 Completing a contractor appraisal questionnaire and return to 
Facilities Directorate if appropriate. 

 If you delegate the task of managing contractors to a member of 
your staff then you must ensure that the person is competent to 
take charge of this task on your behalf 

 If the manager does not feel able to assess the health and safety 
aspects of the contract they should involve the Trust Health and 
Safety Advisor or Facilities Directorate for advice before the 
contract starts. 

 

4.3. Contractors 

The contractor must obtain as much information as possible from you 
and the landlord so they can undertake a risk assessment of the work 
and safe systems of work established. This will ensure that the work 
does not adversely affect the health and safety of everyone on the site. 

A sub-contractor may be appointed by the main contractor to carry out 
the work but the overall responsibility for the contract will rest with the 
main contractor, problems can arise when there is sub-contracting of 
the work. Managers may wish to set own rules about sub-contracting 
such as refusing to allow sub-contracting or only selecting sub-
contractors from the preferred list, restricting the numbers of sub-
contractors that are working on the job at any one time. The project 
officer must be informed which sub-contractor(s) will be helping to carry 
out the work. The main contractor must inform the sub-contractors 
about the hazards of the work and the contractual arrangements. 

Roles and responsibilities of the contractor 

 Supply health and safety information to the landlord to demonstrate 
competence for inclusion on the Northern Devon Healthcare NHS 
Trust approved list (Construction line, CHAS or other) 

 Ensure the work is planned and carried out so that it does not affect 
the safety of workers, occupiers, employees of other contractors 
and the public. 

 Obtain as much information as possible from the landlord/occupier 
on the hazards associated with the existing building and working 
arrangements 

 Carry our risk assessments of the work, establish safe systems of 
work and inform, instruct and train and supervise employees 

 Provide information to the landlord/occupier about the risk to which 
people may be exposed by the contractors work 

 Liaise with the landlord and manager/representative and adhere to 
their requirements unless these would compromise health and 
safety 

 Report to the reception of the occupier department at the start and 
end of the work. Daily monitoring of the progress of the work to 
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ensure the health and safety of all people who could be affected by 
the work. 

 

4.4. Project Officers 

It is important that a competent project officer with knowledge and 
experience of working with contractors is appointed for larger or more 
hazardous contracts. This position is in addition to that of the manager 
and will assist managers to ensure that Trust responsibilities are fully 
discharged. The project officer is the primary contact point between the 
Trust and the contractor(s). They will usually arrange the contract and 
agree any changes to it. The person nominated must have the 
necessary knowledge and experience for the type of contract. If these 
criteria cannot be met, the line manager must provide careful 
supervision or an alternative arrangement made. 

Legal Requirements 

The Health and Safety at Work Act 1974 places duties upon managers 
and their contractor to protect the health and safety of both employees 
and other people who may be affected by work.  These legal duties 
cannot be delegated by a contract; however the contract can play a 
useful role in defining the rights and responsibilities of each party i.e. 
managers, the landlord and the contractor. It is vital that adequate time 
and money is allowed for the proper consideration of health and safety 
matters when agreeing the contract. 

For a construction type project the construction Design and 
Management regulations (CDM) 2015 apply. The guideline for 
managers has been written based on the principles of sound contract 
management. 

4.5. Asbestos  

Asbestos is contained within the fabric of buildings under control of the 
Trust. Any works undertaken by contractors that has the potential to 
disturb the fabric of buildings (e.g. ceilings, partitions, window reveals, 
lagging, fire breaks, fire doors and materials used for fire 
compartmentation) must be undertaken in accordance with the 
Asbestos Policy and Asbestos Management Plan.   

4.6. Risk Assessment Method Statements  

It will be the responsibility of the contractor to complete suitable and 
sufficient risk assessment method statements (RAMs) for the 
contracted works. 

As the contractor may not be aware of all risks that may be present 
(e.g. presence of vulnerable patients, or risks associated with the fabric 
of the building e.g. asbestos) the RAMs must be reviewed and 
discussed with the Project Officer in control of the project with input 

http://ndht.ndevon.swest.nhs.uk/asbestos-policy/
http://ndht.ndevon.swest.nhs.uk/asbestos-policy/
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from subject matter experts (e.g. specialist advisers) as necessary prior 
to the commencement of works. 

5. Practical Guidelines for Managers  

A five step risk management approach is the most effective way of identifying, 
assessing, reducing and monitoring the risk associated with contracted work, 
to ensure safe working arrangements: 

(1) Plan the work 
(2) Select the contractor 
(3) Agree the job 
(4) Keep a check 
(5) Review the performance of the contract 

These steps are inter-linked and should not be considered in isolation. For 
example, as the work progresses, you might find it needs to be carried out 
differently than originally planned, you may need to return to step 1 and revise 
your arrangements. 

The risk assessment approach should be applied to any contract, not just 
those involving building or grounds. For example, a cleaning contract is set up 
to run for months or even years, providing the same work or service on a 
regular basis. These contracts are usually called Term Contract. It is important 
that you keep a check while the contract is running to ensure that you are 
getting the service that was agreed. 

Health and Safety Executive (HSE) guide Using Contractors INDG368 Rev 1 
outlines the five step process.  The guidance can be downloaded from the 
HSE website and will provide supporting information to section 6.0 of this 
policy. 

6. Education and Training  

Project managers working within the Estates Team, Facilities Department are 
competent to provide support advice and assistance to staff employed by 
other departments who may be required to manage and appoint contractors.  
It will be the responsibility of project managers working outside of the Facilities 
Department to contact the Estates Team for advice concerning the 
appropriate level of training and support that may be required to ensure their 
competency. 

7. Policy Monitoring and Audit 

Monitoring and auditing of the Control of Contractors Policy will be undertaken 
by the Capital Contracts Manager.  Monitoring will include: 

 Periodic spot checks on submission of RAMs prior to commencement 
of works 

https://www.hse.gov.uk/pubns/indg368.pdf


Control of Contractors Policy and Guidance                    
Version 2.0 February 2020 
   

 
Facilities Department   
  Page 12 of 15 

 Supporting health and safety incident investigations and acting on 
lessons learned 

 Ensuring the policy remain current and relevant with consideration to 
any legislative changes. 

8. Equality Impact Assessment  

Table 1: Equality impact Assessment 

Group 
Positive 
Impact 

Negative 
Impact 

No 
Impact 

Comment 

Age   X  

Disability   X  

Gender   X  

Gender Reassignment   X  

Human Rights (rights 
to privacy, dignity, 
liberty and non-
degrading treatment), 
marriage and civil 
partnership 

  X  

Pregnancy   X  

Maternity and 
Breastfeeding 

  X  

Race (ethnic origin)   X  

Religion (or belief)   X  

Sexual Orientation   X  

9. References  

 Health and Safety at Work Act 1974 

 Occupiers Liability Act 1957 (as amended 1984) 

 Construction (Health, Safety and Welfare) Regulations 1996 

 Management of Health and Safety at Work Regulations 1999 

 Workplace (Health, Safety and Welfare) Regulations 1992 

 Construction (Design and Management) Regulations 2015 

 The Control of Asbestos Regulations 2012 
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Under the Construction (Design and management) regulations 
2015 (CDM 2015) a construction phase plan is required for every 
construction project. This does not need to be complicated. 

A simple plan before the work starts is usually enough to show 
that you have thought about health and safety. 

If you are the only contractor or the Principal contractor you will 
be responsible for: 

 preparing a plan 

 organising the work 

 Working together with others to ensure health and safety. 

You could be a builder, plumber or other tradesman, doing 
small-scale routine work such as: 

 installing a fire door or fitted units 

 structural alterations e.g. forming openings 

 work involving roof or high level access 

 general refurbishment which even if small-scale can 

involve several trades 
If the job will last longer than 500 person days or 30 working 
days (with more than 20 people working at the same time) it 
will need to be notified to HSE and it is likely to be too 
complex for this simple plan format. 

Appendix A 
Construction Phase Plan 

(CDM 2015, Health & safety at Work Act 1974) 
What you need to know as a busy builder working for  

Northern Devon Healthcare NHS Trust   

 

 

 

 

 

 

 

 

 
The list of essential points below will help you to plan and organise the job and work together with others 

involved to make sure that the work is carried out without risks to health and safety. It will also help you to comply 
with CDM 2015. You can use the blank template on Page 2 to record your plan.  

Plan 

Make a note of the key dates e.g.: 

 when you’ll start and finish 

 when services will be connected/disconnected 

 build stages, such as groundwork or fit out 
You will need to find out information from the relevant client 
in the Trust/the person placing the order for the works: 

 where the services and isolation points are 

 access restriction to the department/area 

 if there is any asbestos present, including survey, recent 

demolition and refurbishment 

 information on fire compartmentation in areas you are 

working  

Working together 

It may be useful to record the details of anybody else 
working on the job, including specialist companies and 
labourers. 

Explain how you will communicate with the Trust 
Representative and others (e.g. via a daily update), provide 
information about the job, coordinate your work with theirs 
and keep them updated of any changes e.g.: 

 to site rules 

 to health and safety information 

 what you will do if the plan or materials change or if 

there are any delays 

 who will be making the key decisions about how the 

work is to be done 

Organise 

Identify the main dangers on site and how you              make sure that there are toilet, washing and rest 
Will control them e.g.:               facilities 
- The need for scaffolding if working at height;    
- How you will prevent exposure to asbestos    Name the person responsible for ensuring the job 
 And building dust;       runs safely 
- How structures and excavations will be  
 Supported to prevent collapse;      explain how supervision will be provided 
 - How you will keep the site safe and secure 
 For your client, members of the public,  
 Patients and staff       
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P
LA

N
 

Your name/company 

Name and address of client contact within Trust who has placed order for the work 

 

Contact details of architect or principal designer or estates officer acting as Principal Designer 

 Name of Ward Manager/Trust end user in control of work area/contact details 

Who else is on site – and their contact details? 

How will you keep everyone on site updated during the job? 

What is the job? 

Is there anything the client has made you aware of? 

Key dates: Start     Finish    Other 

Where are your toilet, washing and rest facilities? 

Who will be the principal contractor? 

W
O

R
K

IN
G

 T
O

G
ET

H
ER

 

What are the main dangers on site, e.g.: 

Risks to members of the public, patients, client and others 
 Keep the site secure to prevent unauthorised access; net scaffold, use rubbish 

chutes and ensure warning signage is used 

Exposure to building dusts 
 Prevent dust by using wet cutting and vacuum extraction on tools; use a vacuum 

cleaner rather than sweeping; use a suitable well-fitting mask 

Hazard is 
present 

Exposure to asbestos 
 Inspect asbestos register for the area-have you signed? 
 If you suspect that asbestos might be present, don’t start work until a 

demolition/refurbishment survey has been carried out 
 Make sure everyone on the site is aware of the results 

Falls from height 
 Make sure ladders are in good condition, at the correct angle and secured 
 Prevent people and materials falling from roofs, gable ends, working platforms and 

other open edges using guardrails, mid-rails and toe-boards 

Services & Service Disruption 
 Check for electric supply, medical gasses  &  other services before drilling into walls 

 Do not use excavators or power tools near suspected buried services 

Activities or workers requiring supervision 

 Who will be supervising? 

What controls will 
you have in place? 

 

 

 

 

 

 

 

 

 

 

 

 

O
R

G
A

N
IS

E 

Managing Waste 

 Separation of waste and skip location 

 

  

 

Access to work areas  
 Delivery/storage of materials 
 Routes to workplace/staff & materials 
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Appendix B - Site Safety Leaflet 

 


