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History of Changes 
 

Version Description of Change Authored by Date 

1.1 This document combines the 

Contractor Policy and the 

Contractor Control Procedures 

into one document 

Updated reference to CDM 2007 

as this was replaced on 6th April 

2015 with CDM 2015 

K Drum 17/11/17 

1.2 Document review.  

HSE Guideline update regarding 

Limb workers PPE and The 

College responsibility. March 

2020. 

Relevant PPE is being worn 

added to Introduction bullet points  

K Fitzgerald  12/10/21 

2.1 Complete document review. K Fitzgerald 24/01/2025 

2.2 Equality Act 2010   and Worker 

Protection (Amendment of 

Equality Act 2010) Act 2023, 

which came into effect on October 

26, 2024, introduced new laws to 

prevent sexual harassment in – 

Included  

K Fitzgerald  25/03/2025 

2.3 All insurance documents are 

checked and renewal requested 

by the Health & Safety Manager – 

included 

K Fitzgerald 25/05/2025 

3.0 Review and update March 2026 K Fitzgerald March 2026 

3.1 CDM legislation updated. 

Electrical regulations updated and 

additional items added. 

All legislation checked and 

updated. 

K Fitzgerald March 2026 

    

    

 



Contractor Policy and Procedures 

 

 

3 

HEALTH & SAFETY POLICY INDEX 

 
 

Section Contents         Page Nos. 
 

1 Introduction                                                                                            4 

2 Scope                                                                                                      4 

3                   Key Principles                                                                                        5  

4                   Responsibilities                                                                                     7 

5 Related Documents                                                                               7  

6                   Review                                                                                                     7 

 

Contractors Procedures                                                                                            8      

                                                                          

   

1                   Introduction                                                                                           8 

2 Responsibilities                                                                                    8                          

3                   Contractor Selection                                                                           9 

4                   Risk Assessment                                                                                 10 

5                   Information/Training                                                                            12 

6                   Use of Dept Equipment/PPE 13 

7                   Monitoring and Reviewing the Job 13 

8                   Accidents and Reporting        14 

9                   Summary 14 

10                 Related Documents 14 

 

 

 

 

 

 

 

 

 



Contractor Policy and Procedures 

 

 

4 

1 Introduction 
 

This policy outlines the standards for managing contractors including Limb Workers 

within Borders College. It helps us meet the requirements of current legislation and 

acts as a source of guidance when controlling risks that may be created by 

contractors working within Borders College.  

 

The Health and Safety at Work etc. Act 1974, places a duty on Borders College to 

ensure, so far as reasonably practicable, the health and safety of people we do not 

employ but who may be affected by our work activities. In this context, we must make 

sure that our activities do not endanger others while on our premises.  

 

The Management of Health and Safety at Work Regulations 1999, require Borders 

College to take all reasonable steps to co-ordinate the activities of contractors 

working on our sites to make sure we do not endanger them and that they do not 

create risk for others. 

 

The Construction (Design and Management) regulations 2015 (CDM), places duties 

on the College when carrying out certain construction projects, that require us to 

make suitable arrangements for managing the project.  

 

• Applies to all construction works. 

• Aims to improve Health and Safety. 

• Required proper planning and coordination from design to completion. 

• Risks are managed from design to completion. 

• Ensure competent workers and supervisors are employed. 

• relevant information is prepared and provided to other duty holders. 

• Appoint a principal designer and contractor (if needed). 

• welfare facilities are provided. 

• relevant PPE is being worn 

 

We ask all Contractors to act safety on site and follow College Safety protocols. We 

also expect all contractors to follow the Equality Act 2010 which protects against 

sexual harassment, and the Worker Protection (Amendment of Equality Act 2010) 

Act 2023, which came into effect on October 26, 2024, introduced new laws to 

prevent sexual harassment in the workplace, including a legal duty for employers to 

proactively take reasonable steps to prevent it.   

health and wellbeing. 

 

 

2 Scope 
 

For the purposes of this policy, a contractor is anyone carrying out work on the 

College premises who is not an employee. The following provides examples of the 

type of work that is covered: 
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(a) Specialist service providers i.e. pest control, fire safety and equipment 

inspections. 

(b) Service or maintenance engineers working on departmental equipment 

(c) contract cleaners 

(d) contract catering/vending contractors 

(e) Maintenance contractors i.e. electricians, plumbers and HVAC engineers. 

 

Note, the policy does not cover the following: 

 

(a) Non-College employees undertaking academic work 

(b) Activities that are covered by the Construction, Design and Management 

Regulations, 2015 (CDM). In general this covers all construction work or 

modifications to a building, where it is necessary to involve the College Facilities 

Department. 

 

3 Key Principles 
 

3.1 Contractor Selection 
 

When selecting a contractor, there must be some consideration as to their previous 

health and safety performance. The degree to which this is necessary will depend on 

the size and nature of the work involved, but the following points should be 

considered: 

 

• Details of company H&S Policy and arrangements 

• Details of accident history or any enforcement actions 

• Competency of staff to be deployed on College premises 

• Arrangements in place to use sub-contractors when necessary 

• Details of PL insurance  

• Any other relevant training and competency details  

 

The Facilities Department have a database of all contractors currently used by them 

on any Campus, this is updated every two years, and all contractors are given a copy 

of the Guidance Notes for Contractors.  All insurance documents are checked and 

renewal requested by the Business Support Assistant. Contractors whose services 

are contracted from other departments, such as ISLT or CEL will not be on database 

and should be vetted by the department. 

 

Certain activities to be undertaken by Contractors will require the submission of 

Method Statement and associated risk assessments as well as the requirement to 

obtain Permits to Work. Further details can be found in the Contractor Control 

Procedures and the Contractor Guidance. 

 

3.2 Risk Assessment 
 

All contractor work must be assessed before the work begins. In areas where a 
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contractor is not exposed to, or will not introduce any significant hazard (e.g. a 

photocopier service engineer), then a simple discussion is sufficient. In other areas, 

there may be a need for some formal level of assessment. This is certainly the case, 

if: 

 

• Contractor introduces a significant hazard into the building 

• Contractor may be exposed to existing hazards on site 

• Work proposed is likely to affect existing controls 

 

In general, there is no specific format for a risk assessment but the process outlined 

in College Safety Policy should be followed. In addition, the following documents may 

supplement the Risk Assessment: 

 
• Contractors method statement/risk assessment 

• Decontamination certificates 

• Equipment isolation 

• Permit(s) to work 

 

There may be a need to hold a pre-contract meeting to fully discuss the above points 

with all interested parties. 

 

3.3 Information/Training 
 
All contractors must be given the following basic information: 

 

(a) sign in/out procedures and/or other security arrangements for the building 

(b) welfare arrangements (e.g. toilets, drinking/rest areas, smoke free policy ‘no 

smoking or vaping on campus’) 

(c) contacts, specifically details of the Departmental Coordinator and Site Contact 

(d) emergency procedures (e.g. fire evacuation, first aid, spillages, emergency cut-

offs for gas, electricity and water, accident reporting). 

 

Further details can be found in the Contractor Policy and Procedures and the Health 

and Safety procedures. 

 

Contractors will be given a site induction and issued with a copy of the Health and 

Safety Information for Visitors. Contractors will be required to use the contractor 

register to sign in and if a specific work permit is required, this will be issued by The 

Facilities Manager. 

 

 

3.4 Accidents Reporting 
 

All accidents and incidents involving a contractor must be reported via their own 

arrangements. 

Accidents or incidents occurring on site must be reported to either reception or 

Facilities and the appropriate forms completed. This may necessitate further 
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investigation by the College Health & Safety Manager, depending on the severity of 

the incident. 

 

4. Responsibilities 
 

4.1 The Health and Safety Committee have the responsibility for approving this 

Policy. 

4.2 The Health and Safety Manager has responsibility for updating the Policy. 

4.3 All staff using contractors on site have the responsibility for implementing the 

Policy. 

4.4 All contractors working on Colleges premises must adhere to College policies 

and procedures and comply with their own method statement and Risk 

Assessments 

4.5 Any staff member who engages the services of a contractor, will be responsible 

for managing that contractor when they are on-site 

 

NOTE: Where staff have concerns regarding the health and safety arrangements of 

contractors or personnel controlled by the Colleges Facilities Department, they must 

inform the Facilities Manager of any concerns, rather than directing the contractor 

themselves. 

 

5. Related documents 
 

5.1 Health and Safety Policy 

5.2 Guidance Note for Contractors 

5.3 Health and Safety Information for Visitors 

 

6. Review 
 

This policy will be reviewed every three years or more regularly if required
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Contractors Procedure 

 

1. Introduction 
 

This procedure aims to control the health and safety of contractors working on 

Borders College premises, by: 

 

(a) identifying the potential for harm arising from the proposed work 

(b) identifying who may be affected 

(c) instigating appropriate controls. 

 

For the purposes of this procedure, a contractor is anyone carrying out work on the 

College premises who is not an employee. However, the general principles of this 

procedure will also usefully apply to College staff working in differing departments, 

such as members of the College Facilities Department.  The following provides 

examples of the type of work that is covered: 

 

(a) non-College employees working on building plant or equipment  

(b) service or maintenance engineers working on departmental equipment 

(c) contract cleaners 

(d) contract catering staff 

(e) College Facilities personnel working on building plant or equipment 

(f) Facilities Staff entering buildings to conduct routine checks. 

 

Note, the procedure does not cover the following: 

 

(a) non-College employees undertaking academic work 

(b) activities that are covered by the Construction, Design and Management 

Regulations, 2015 (CDM) and require the completion of a F10 – see College 

Guidance Notes for Contractors for summary. In general this covers all 

construction work or modifications to a building, where it is necessary to involve 

the College Facilities Department. 

 

2. Responsibilities 
 

The head of department must ensure that appropriate arrangements are in place to 

identify when contractors are to work in their buildings and that the proposed work 

complies with the College’s health and safety policies and procedures. 

 

The person, who has arranged for a contractor to work in a department, must act as 

a Departmental Coordinator. The Departmental Coordinator must ensure that an 

appropriate risk assessment has been completed, prior to the work commencing. 

They must ensure that any sub- contractors are made aware of the outcome of this 

risk assessment and that they are expected to comply with the relevant requirements 
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of the College’s health and safety procedures.  

 

They must ensure appropriate arrangements are made to provide an induction 

(covering at least the relevant fire and first aid arrangements) to all contractors and 

sub-contractors and organise a Site Contact for the period of work. 

 

Contractors – all work carried out on the Colleges premises must be carried out in 

accordance with College’s health and safety policies. 

 

NOTE: Where departments have concerns regarding the health and safety 

arrangements of contractors or personnel controlled by the Colleges Facilities 

Department, they must inform the Facilities Manager of any concerns, rather than 

directing the contractor themselves. Departments must be represented at pre-

contract meetings for work organised by the College Facilities Department. 

 

3. Contractor selection 
 

When selecting a contractor, there must be some consideration as to their previous 

health and safety performance. The degree to which this is necessary will depend on 

the size and nature of the work involved, but the following points should be 

considered: 

 

(a) Any employer with five or more employees must have a written health and 

safety policy. Departments should ask to see a copy of the potential contractor's 

health and safety policy before engaging them for the first time. 

(b) Depending on the scale of a contract, departments may wish to ask potential 

contractors about their accident record and for information about any 

enforcement action (prosecutions, prohibition or improvement notices) over the 

last five years. Departments may also wish to consult the College Health and 

Safety Manager for information on a contractor's accident history at the College. 

 

(c) Contractors will be asked to provide information regarding how health and 

safety is passed on to staff and sub-contractors. The contractors will be asked 

for any training records and any relevant current certificates of competence. 

(d) Contractors should be asked what safety checks they make on their equipment 

and materials, e.g. electrical testing of portable electrical items. All plant, tools, 

tackle and equipment used on College premises must comply with relevant 

health and safety standards and to be maintained in a safe condition. 

(e) Where sub-contractors are involved, good arrangements between all parties 

must exist. The main contractor must inform all sub-contractors of the College’s 

and their own site rules, working methods and procedures. The main contractor 

will be asked how they ensure that they engage competent sub-contractors and 

asked to give an undertaking that all sub-contractors engaged will be 

competent. 

(f) A method statement should be obtained from the contractor wherever possible. 
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The documentation should be available well in advance to enable a full review 

prior to any work commencing. 

(g) Site supervision is essential and it is important to ascertain from the contractor 

how they plan to supervise the job or who will be responsible for that 

supervision. The nominated Site Contact is expected to liaise with the 

contractor’s supervisors. 

(h) Departments are responsible for checking that contractors (other than those 

engaged by the Colleges Facilities Department) have appropriate insurance 

policies. As a minimum, contractors must have public liability insurance with a 

limit of indemnity of £1,000,000. In some circumstances the project and risks 

may warrant a request for a higher limit of indemnity or other policies. Either 

way, copies of the policy certificate or written assurances must be obtained 

during the selection process. 

 

4. Risk assessment 
 

All contractor work must be assessed before the work begins. In areas where a 

contractor is not exposed to, or will not introduce any significant hazard (e.g. a 

photocopier service engineer), then a simple discussion is sufficient. In other areas, 

there may be a need for some formal level of assessment and a permit to work in 

place. This is certainly the case, if: 

 

(a) Contractor introduces a significant hazard into the building. For instance, 

contractors carrying out ‘Hot Work’, such as welding or brazing, could pose a 

significant risk of fire, along with the introduction of hazardous gases such as 

oxygen or acetylene. Alternatively, contractors may introduce hazardous 

substances in significant amounts, such as paints, cleaning agents or flooring 

compounds. 

 

(b) Contractor may be exposed to existing hazards in the department. For 

instance, contractors may need to access areas where hazardous substances 

are directly handled. This is particularly relevant where high-risk chemicals or 

biological agents are handled, but would also apply where liquefied gases exist 

or where asbestos is known or suspected to be present. In addition, the work 

may impact on building services, such as ventilation or drainage systems, which 

may themselves carry or be contaminated with hazardous substances. 

Contractors may also need entry into controlled areas where hazardous 

equipment is present, such as X-rays, lasers, and magnetic resonance imaging 

systems. 
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 (c) Work proposed is likely to affect existing controls. For instance, fire alarm 

detectors may need to be isolated where smoke, heat, dust, or fumes are 

generated. There may be a need to temporarily redirect emergency exit routes, 

either inside or outside the department. The work may involve isolating service 

supplies, such as water, ventilation, heating or drainage. This could have an 

effect on the general welfare facilities for a building, along with specific safety 

controls such as local exhaust ventilation systems and cooling systems on 

safety critical equipment. When service engineers work on specific types of 

equipment, there may be a need to remove existing guarding or interlock 

systems from around embedded hazards, e.g. moving parts, electrical 

conductors. 

 

In general, there is no specific format for a risk assessment but the process outlined 

in College Contractor Policy should be followed. In addition the following documents 

may supplement the risk assessment: 

 
(a) Contractors method statement/risk assessment. It is always advisable to ask 

for a copy of the contractor’s own method statement/ 
 risk assessment before the work commences. This will help identify the likely 

impact on the building and ensure appropriate information is supplied and 
arrangements are made ahead of the work commencing. 

(b) Decontamination certificates. Where an item of plant/equipment has been 
contaminated with a particular hazardous substance, then the equipment 
should, where possible, be decontaminated before it is worked upon. If the 
equipment cannot be completely decontaminated, then the residual risks must be 
outlined to the contractor. 

 

(c) Equipment isolation. In some circumstances, it will be necessary to isolate 
either plant or equipment, to restrict entry or to over-ride safety controls or 
alarms. In these instances, to ensure that all affected personnel are aware and 
to manage isolation and use, then physical restrictions may be needed, or 
warning signs and notices must be displayed. If signs/notices are displayed, 
then it is equally important that they are removed afterwards, so it is clear that 
the situation has been returned to normal. 

(d) Permit(s) to work. A permit to work is a formal system of control, which must 

be issued for any significantly high-risk activity. For instance, hot work, roof 

work, work on live electricity, working in confined spaces, work in high-risk 

areas such as animal houses. Individuals issuing permit(s) to work must be 

appointed by the department and suitably trained. The Contractor Register held 

at reception will identify when a Permit to Work is required 

 

Finally, in some circumstances, there will be a need to hold a pre-contract meeting to 

fully discuss the above points with all interested parties. Pre-contract meetings must 

be held if: 
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(a) The work and subsequent hazards are particularly complex 
(b) The work is likely to affect (and/or will require input from) more than one 

department 
(c) The work has no set timescale and will continue over an extended period. 
 
Where a pre-contract meeting is held, the Departmental Coordinator must keep a 

record of the meeting. 

 
 

5. Information/Training 
 

All contractors must be given the following basic information: 

 

(a) sign in/out procedures and/or other security arrangements for the building are 

held at the reception desk 

(b) welfare arrangements (e.g. toilets, drinking/rest areas, ‘no smoking’ policy) 

(c) contacts, specifically details of the Departmental Coordinator and Site Contact 

(d) emergency procedures (e.g. fire evacuation, first aid, spillages, emergency cut-

offs for gas, electricity and water, accident reporting). 

 

In addition, there may be a need for more specific training. For instance, if individuals 

are to enter hazardous areas, they will need information relating to the associated 

risks, what controls are to be followed, and what work is actually permitted. This is 

particularly important for individuals who may be given general access to 

departments (e.g. cleaners, Colleges Facilities staff). Certain activities, such as hot 

work and working at heights, will require a permit to work. 

 

If there are contractor staff changes during the period of work, arrangements must 

exist to ensure all new personnel are trained before they begin work. This may be by 

the use of documented local rules or by incorporation into departmental safety 

inductions. If the person carrying out the induction is not a member of the 

department, then the Departmental Coordinator must make sure that this person has 

a clear understanding of the likely risks and controls, and is kept up to date with any 

changes. 

 

Individuals involved in supervising contractors, may also require additional training. 

As mentioned there may be a need for training in issuing permit(s) to work. There 

may also be a need for individuals involved in isolating smoke detectors or in lockout 

procedures where safety-critical guarding is removed. 

 

Finally, information must be distributed to all affected departmental individuals as 

soon as possible. For instance, if ventilation systems or welfare facilities are affected, 

individuals must be told well in advance of what work can continue, or of any 

alternative arrangements to ensure anyone affected is made aware. 
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6. Use of Departmental Equipment/Personal 

Protective Equipment 
 

The use of departmental equipment by contractors must wherever possible be 

avoided, particularly if the equipment is critical to that individual’s own health and 

safety (e.g. ladders, HEPA vacuum cleaners). Where such equipment is required, it 

should be identified as part of the risk assessment process and the contractor must 

supply it. 

 

The need for personal protective equipment (e.g. eye, face, respiratory, hand 

protection) must also be considered as part of the risk assessment and again where 

required, be supplied by the contractor. The contractor must be notified of any 

specific local rules, such as the need to wear laboratory coats in containment 

facilities or the College’s policy on latex gloves. 

 

Where it is not possible or indeed practicable for contractors to supply the equipment, 

it should be jointly agreed and recorded beforehand. The exact requirements, 

particularly in terms of personal protective equipment (e.g. size, standard, fitting, 

storage arrangements) must be documented and the equipment must be deemed to 

be in good working order and suitable for the proposed work. Work must not be 

permitted to take place, if contractors do not have access to the appropriate 

equipment. 

 

7. Monitoring and Reviewing the Job 
 
Departments are not expected to watch contractors all the time they are on site, but 

they must check to see that the contractor is carrying out the work as agreed. The 

degree of contact needs to be proportionate to the hazards and risks associated with 

the job. 

 

Before work commences, the Departmental Coordinator must be satisfied that all 

risks have been identified and that the appropriate controls are in place and are to be 

followed. 

 

During the work and at appropriate intervals, the Departmental Coordinator should 

ensure that the work is visually checked to ensure the agreed controls are being 

followed and are working effectively. If there is any doubt, the work should be 

stopped or readjusted to ensure the continuing health and safety of all concerned. 

 

 

At the end of a period of work, it must be agreed that the work has been completed to 

each other’s satisfaction. If the work has not been fully completed and residual risks 

still remain, then the area and equipment must be made safe before it is left 

unsupervised. This may require the temporary reinstatement of guarding and other 

controls, or the isolation of equipment and areas by barriers or lockout systems. 
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Importantly, any permit(s) to work issued must not be dated for a period longer than 

one day. 

 

If the contractor is likely to generate waste, then arrangements for disposing of this 

waste must have been agreed before the work starts and the final inspection must 

ensure that this waste has been correctly removed. All waste must be disposed of in 

line with current legislation, including the need to obtain a copy of the waste transfer 

note before waste is removed from College premises, as required. 

 

After the work has been completed, departmental and centrally held records must be 

reviewed and where applicable, updated. For instance: 

 

(a) equipment logbooks and service records 

(b) test certificates (e.g. fire precautions, microbiological safety cabinets and other 

local exhaust ventilation systems, pressure vessels or lifting equipment) 

(c) asbestos register 

(d) fire zone plans. 

 

8. Accidents and Reporting 
 

All accidents and incidents involving a contractor must be reported via their own 

arrangements. However, the department should investigate the cause of any incident 

and identify if there is a need to modify existing departmental procedures. In that 

regard, details of the accident should be gained from the contractor before they leave 

site and reported to the College Safety Office on an accident report form. 

 

9. Summary of Departmental Action 
 

(a) Arrangements must be made for controlling contractors working in departments. 

(b) Contractors must be deemed competent to carry out the work before being 

appointed. 

(c) Departmental Coordinators must ensure an appropriate risk assessment is 

done at the earliest opportunity and that the required actions are communicated 

to all concerned. 

(d) A site contact must be appointed to liaise with the contractor and ensure the 

required actions are implemented, along with an appropriate safety induction. 

(e) Afterwards, the work must be inspected and all relevant records updated. 

 

10. Related Documents 
 

10.1 Health and Safety Procedures Manual 

10.2 Contractor Policy  

10.3 Guidance Notes for Contractors  

10.4 Health and Safety Information for Visitors  

10.5 www.hse.gov.uk/construction/index.htm 

 

http://www.hse.gov.uk/construction/index.htm
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