Appendix 1     
                                                                                                                
	Contractors on-site procedure
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This procedure applies to all contractors, service engineers and any other person who may be required to carry out work on any property or equipment owned by Public Health Wales, located on Public Health Wales property or for which Public Health Wales may be responsible.
On arrival, report to: ……………………………………………………………………………………	
Contact name: ……………………………………………………………………………………………...

Premise: …………………………………………………………………………………………………….....
	
Contact number: …………………………………………………………………………………………...

Fire alarm test: ................................................................................

Fire exits located at: ........................................................................
In the event of a fire or fire detection system being activated, please proceed to assembly point ............................ and stay there until you have been accounted for.

a. Fill in the Contractors’ Information Sheet – Appendix 3 (Section 1)
b. Sign out keys or access control card if required - Appendix 3 (Section 2)
c. Receive Mandatory Code of Conduct for Contractors
d. Request information on local hazards
e. Inform of any hazards associated with the work to be carried out
f. Attend induction as required by Local Manager.



In carrying out the work

a. If it is discovered that the work cannot be completed within normal working hours, inform the Local Business Manager IMMEDIATELY and cancel any permits. Resume on commencement.
b. Where requested by the Local Business Manager, the Contractor must sign in and out of site each day
c. What action to take in the event of a spillage, environmental incident or other situation requiring an emergency response.

On cessation or completion of the work
a. Report to the Local Business Manager on the final work status.
b. Sign off any permits. 

Prior to leaving site, report to the Local Business Manager 
(If out of normal working hours, report to………………………………………………..)

a. Hand in Contractors’ Information Sheet
b. Hand in keys and access control cards
c. Receive receipt or out of hours leave keys and access cards

	at	…………………………………………………………………………
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