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INTRODUCTION AND PURPOSE OF PROCEDURES

11

The following procedures apply to Harbour with the exception of Harbour Multi-
Trades who have their own policy and procedures in place for managing health
and safety on site and compliance with the Construction (Design and
Management) Regulations.

1.2

The following procedures and associated checklists (Appendices 1-6) are
designed to assist Harbour staff responsible for managing construction projects
to:
o Comply with statutory legislation and follow industry best practice;
e Ensure that Harbour’s duties and responsibilities as a client are fulfilled;
Remember to check documentation and practices;
¢ Take ownership of the project and obtain relevant information relating to
it;
¢ Question, monitor and audit the process on relevant sites;
e Become better aware of health and safety, site safety and welfare in
general, and deal appropriately with any issues which arise from these.

1.3

Harbour as a client and employer is obliged both by criminal and civil law to
protect its workforce and others from risks to health and personal injury and to
conduct its undertakings in such a way as to ensure that staff, members of the
public and others, are likewise protected, when in, around or entering Harbour’s
premises and workplaces.

1.4

What is a contractor?

141

In the context of health and safety at work, the term contractor is commonly
applied to those who visit the premises of others to conduct work, usually in
connection with the repair, maintenance, refurbishment of plant and equipment
or building alterations and in this sense will either be an employer or a self-
employed person.

142

In the context of the Construction (Desigh and Management) Regulations (CDM)
2015 (CDM 2015), anyone who directly employs or engages construction workers
or manages construction is a contractor. A contractor may be an individual, a sole
trader, a self-employed worker or a business that carries out, manages or
controls construction work in connection with a business.

143

Under CDM 2015, contractors are engaged in a project to do construction work
under the control of the principal contractor where one is appointed in writing by
the client. In some projects there will only be one contractor, who will liaise with
the client and the designer(s) and have responsibility for the construction phase
of the project.

1.4.4

When a contractor performs work on behalf of a client they must do so with
regard for those that may be affected. Harbour therefore should ensure that this
is the case.

15

Construction (Design and Management) Regulations (CDM) 2015
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151

The management controls for all construction projects are set out within CDM
2015.

152

CDM 2015 applies to all building and construction work and includes new build,
demolition, refurbishment, extensions, conversions, repair and maintenance.

15.3

Regulations 4-6 establish a number of specific duties for clients which Harbour, in
its role as a commercial client, must meet in full. A link to the Health and Safety
Executive (HSE)'s short guide for clients is provided below:
http://www.hse.gov.uk/pubns/indg41l.htm.

In addition, the Association for Project Safety has produced guidelines for
commercial clients ‘CDM 2016: what commercial clients need to do’ which can be
found here:

https://www.aps.org.uk/storage/app/media/PDFs/CDM15 commercial web O.pdf

154

CDM 2015 makes the client (i.e. Harbour) accountable for any adverse effect their
decisions and approaches have on health, safety and welfare.

155

CDM 2015 places responsibility for managing the health and safety of a
construction project on three main duty holders: the client, the principal designer
and the principal contractor. Harbour has responsibilities under CDM in its role as
a commercial client. The three main CDM duty holders are as follows:

The client (Harbour): ensures that the construction project is set up so that it is
carried out from start to finish in a way that adequately controls the risks to the
health and safety of those who may be affected.

The principal designer; manages health and safety in the pre-construction
phase of a project. The role extends to the construction phase through the

principal designer’s duties to liaise with the principal contractor and ongoing
design work.

The principal contractor: manages the construction phase of a contract. This
involves liaising with the client and principal designer throughout the project,
including during the pre-construction phase.

Additional roles are Designer, Contractor and Worker.

Further details of the CDM duty holders’ roles are provided in Appendix 1.

15.6

Harbour as the client has a major influence over the way a project is procured and
managed. Regardless of the size of the project, the client has contractual control,
appoints designers and contractors, and determines the money, time and other
resources available

157

CDM 2015 applies to all construction projects, irrespective of the number of
contractors or length of project. CDM 2015 separates projects into two types:
e Projects with only one contractor
e Projects with more than one contractor

If in doubt, you should assume that the project will require more than one
contractor or seek advice (e.g. from the Association for Project Safety).
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15.8 | The main client duties under CDM 2015 are summarised in Table 1 below. More
information on each of these is provided in sections 2 to 3.

For all projects
Preparation of client brief
Making suitable arrangements for managing the
project

Pre-construction phase | Selection and appointment of project team and
CDM duty holders
Provision of pre-construction information
HSE Notification
Ensuring the construction phase planis in place
Ensuring welfare facilities are in place
Maintaining and reviewing the management

Construction phase arrangements
Checking completion and handover arrangements
Co-operating with the contractor/principal
contractor

For projects with more than one contractor (in addition to above)
Appointing a principal designer and principal

Pre-construction phase contrqctor
Agreeing the form and content of the health and
safety (H&S) file

Construction phase Checking that the H&S file has been prepared
Maintaining and making available the H&S file

1.6 Other Health and Safety Legislation

1.6.1 In addition to CDM 2015, when employing contractors to carry out construction
works, Harbour also has health and safety responsibilities under the following
legislation and regulations:

1.6.2 | The Health and Safety at Work Act etc. (HASAWA) 1974: Sections 2-4 of the Act
set out the duties to prevent harm to others such as members of the public, the
duties to persons other than employees and the duties of those in control of
premises. All contractors providing services to Harbour must be made aware of
their responsibilities relating to HASAWA 1974,

1.6.3 | The Management of Health and Safety at Work Regulations (MHSWR) 1999:

Section 11 of the Act states that employers who work together in a common
workplace have a duty to co-operate to discharge their duties under relevant
statutory provisions. They must also take all reasonable steps to inform their
respective employees of risks to their health and safety which may arise out of
their work.

17
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1.7.1

Covid-19 is just one more (albeit severe and unprecedented) among the many
health and safety hazards which need to be managed on site. It has not resulted
in any changes to the CDM Regulations or the Client responsibilities under CDM.
The client needs to maintain an oversight role and check that the contractor has
modified its health and safety arrangements and site rules, and satisfy itself that
the contractor is implementing and enforcing these changes. It is not the client’s
role to impose measures or to get too involved in the details of what the
contractor has put in place. An addendum to the Client Checklist has been added
at Appendix 4a.

2. PRE-CONSUTRUCTION PHASE

2.1 The responsibilities of the client (Harbour) under CDM 2015 at pre-construction
phase are summarised below (see also checklist at Appendix 4). NB. Where there
is more than one client an agreement can be made that one or more client
accepts the duties on behalf of others.

211 Preparation of client brief:

e The purpose of the client brief is for the client to explain what he/she
wants to do, and also to help the client carry out his/her duties under
CDM.

e Although the HSE CDM 2015 Industry Guidance for Clients states that the
brief may take the form of a verbal discussion, Harbour requires the client
brief to be in writing.

e The brief should be compiled by the relevant member of Harbour staff
using the template provided at Appendix 2 (for Development Contracts
and Major Repair Contracts) or Appendix 3 (Reactive Repair and Minor
Contracts).

2.1.2 | Making suitable arrangements for managing the project:

As most clients who commission construction works will not be experts in the
construction process they are not required to take an active role in managing the
work and are therefore required to make suitable arrangements for managing the
project so that health safety and welfare is ensured. These arrangements will:

e Ensure that sufficient time and other resources are allocated to each
stage of the project, from conception through to completion.

e Be appropriate to the nature of the work and enable other CDM duty
holders to carry out their work without risk to themselves or anyone else
who may be affected.

¢ Include requirements for how the project is to be run, taking into account
any risks to Harbour and project workforce, as well as the general public.

e Explain how designers and contractors will be selected and appointed,
and their performance subsequently monitored, to ensure they are
adequately trained and have the necessary skills and capabilities in health
and safety and for the work they are required to do.

e Ensure the construction work can be carried out, as far as is reasonably
practicable, without risks to the health or safety of any person affected by
the project.

e Ensure that suitable welfare facilities (required by Schedule 2 of CDM
2015) are provided in respect of any person carrying out construction
work. Refer to
http://www.legislation.gov.uk/uksi/2015/51/schedule/2/made for full details.
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Cover what is expected of the design team to ensure they consider health
and safety risks for the construction phase, as well as maintaining and
using the building once it is built.

Confirm whether a H&S file will be required (ie where there is more than
one contractor).

Agree the format for the health and safety (H&S) file and operations and
maintenance manual

213

Selection and appointment of project team and CDM duty holders:

Where there is more than one contractor, or if it is reasonably foreseeable
that more than one contractor will be working on a project at any time, the
client (Harbour) must appoint in writing: a) a designer with control over the
pre-construction phases as principal designer and b) a contractor as
principal contractor.

The client (Harbour) must ensure that the principal designer and principal
contractor have the capability and necessary skills, knowledge, training
and experience to fulfil their duties.

The appointments must be made as soon as practicable, and in any event,
before the construction phase begins.

If the client (Harbour) fails to appoint either a principal designer or principal
contractor, the client must fulfil the duties of the principal designer or
principal contractor.

The client (Harbour) should ensure that the project team is adequately
resourced.

The client (Harbour) may need to make specific enquiries about their basic
health and safety knowledge when carrying out the job in question.

214

Provision of pre-construction information:

Pre-construction information is intended to help with design and
construction planning and provides a basis for the preparation of the
construction phase plan.

This is information which is either already in the client’s possession (such
as existing health and safety files, asbestos surveys or structural
drawings) or reasonable to obtain through sensible enquiry.

The information must be relevant to the project, have an appropriate level
of detail and be proportionate to the nature of the risks.

The client (Harbour) has the main duty for providing pre-construction
information, as soon as is practicable, to each designer (including the
principal designer) and contractor (including the principal contractor) who
is bidding for work on the project or has already been appointed. For
reactive repair and minor works contracts the template (Appendix 5) can
be amended to meet the individual project requirements.

Information about the project should include a copy of the client brief, key
dates of the construction phase, and information about the planning and
management of the project, the resources and time allocated to each
stage of the projects and the arrangements for co-operation between
duty-holders, as well as any design and construction hazards.

For projects involving more than one contractor, the client (Harbour)
should expect the principal designer to help bring the pre-construction
information together and provide it to the designers and contractors
involved.
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e Pre-construction information should be gathered and added to as the
design process progresses to reflect new information about the risks to
health and safety and how they should be managed.

e Theinformation should be in a convenient form and be clear, concise and
easily understandable to allow other duty-holders to carry out their duties.

e This will also include a list of information which will be required for
inclusion in the H&S file.

215 | HSE notification
On some projects the Health and Safety Executive needs to be notified. The rules
for notification are described below:

e If the construction work on a construction site is scheduled to last longer
than 30 working days and have more than 20 workers working
simultaneously at any point in the project; or exceed 500 person days (NB.
‘working days’ includes part days, weekends and bank holidays), the client
(Harbour) must notify the HSE. (NB. A project lasting 29 days with 19
workers would still require notification because it exceeds the 500 person
day rule).

o A‘worker’ is defined as anyone working for or under the control of a
contractor on a construction site, e.g. plumbers, scaffolders, painters and
decorators, steel erectors and labourers as well as supervisors like
foreman and charge hands.

o For clarification, it is possible for a project with only one contractor to be
notifiable as long as the 30 working day/500 person days rule applies.
Notifiable projects with one contractor will not require a principal designer,
principal contractor or a health and safety file.

Where applicable, notification should be in writing/online to the HSE, using an HSE
form F10, as soon as is practicable before the construction phase begins. The F10
notice must

e Contain the particulars specified in Schedule 1 of CDM 2015; (NB. Refer to
http://www legislation.gov.uk/uksi/2015/51/schedule/l/made for full details)

e Be clearly displayed in the construction site office in a comprehensible
form where it can be read by any worker engaged in the construction
work;

e |If necessary, be periodically updated.

3. CONSTRUCTION PHASE

31 The responsibilities of the client (Harbour) in the construction phase are
summarised below (see also checklist at Appendix 4):

311 Ensuring the construction phase plan is in place:

e The client (Harbour) must ensure that a construction phase plan for the
project is prepared before the construction phase begins.

e Typically the production of the construction phase plan will be co-
ordinated on Harbour’s behalf by the Principal Designer.

e The construction phase plan outlines the health and safety arrangements,
site rules and specific measures concerning any work involving the
particular risks listed in Schedule 3 of CDM 2015. Refer to below for full
details: http://www.leqgislation.gov.uk/uksi/2015/51/schedule/3/made

e For single contractor projects the contractor must ensure the plan is
prepared.



http://www.legislation.gov.uk/uksi/2015/51/schedule/3/made

HARBOUR

e For projects involving more than one contractor, it is the principal
contractor’s duty.

e The plan should be project-specific, take into account the pre-
construction information provided, and its contents should be
proportionate to the site risks.

3.12 | Ensuring welfare facilities are in place:
This should be done from the very start of site work, by:

e Agreeing, where applicable, that your existing welfare facilities will be
made available to those working on site;

e Asking for confirmation from the principal contractor (or contractor on a
single contractor site) of what facilities will be provided;

e Ensuring that the facilities meet Schedule 2 of the CDM 2015 Regulations
http://www.legislation.gov.uk/uksi/2015/51/schedule/2/made;

e Carrying out on-site welfare checks (suitability and cleanliness) throughout
the contract (where appropriate, accompanied by the principal designer).

3.13 | Maintaining and reviewing the management arrangements (refer to 2.1.2
above).
NB. Under CDM the client (Harbour) is not required to undertake routine
monitoring of construction phase activities. However, industry best practice
would indicate that Group staff should maintain a constant awareness of all
aspects of site safety, having regard for public safety as well as site operatives
and colleagues (refer to Harbour Homes client checklist). This should be carried
out on all projects, including work carried out by only one contractor, and should
include:

o Attending progress meetings and using these to monitor designers’ and
contractors’ performance and management of the project e.g. by
including health and safety management arrangements on site meeting
agendas;

e Asking the (principal) contractor how they propose to manage health and
safety in relation to on-site activities such as demolition, scaffolding,
excavations, storage of materials, plant and equipment etc;

e Asking for written updates from the (principal) contractor (eg on contract
progress, as well as health and safety related items such as notifiable
incidents, near-miss events, H&S training updates, tool-box talks etc);

e Requiring the (principal) contractor to provide copies of site safety
inspections and report these at site meetings;

e Requiring the (principal) contractor to update the Construction Phase Plan
on a regular basis and report this at site meetings;

e Where appropriate, requiring the (principal) contractor to register for the
Considerate Constructor scheme, ensuring that they implement the
Construction Logistics and Community Safety (CLOCS) standard,
monitoring the site inspection scores (NB. the Considerate Constructor
industry average score is 35) and putting into practice any specific
requirements under the scheme;

e Carefully minuting any discussions relating to health and safety on site, to
provide an audit trail.

3.14 | Checking completion and handover arrangements:

e This should be done as the project nears completion.
¢ Where handovers are phased, this should include checking that measures
are in place to ensure the health and safety of those in the areas that have

10
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been handed over.

315

Co-operating with the contractor/principal contractor:

During the construction work the responsibility for the site is handed over
to the contractor/principal contractor.

The client (Harbour), and any of the client’s named or nominated
contractors, must comply with the principal contractor’s requirements.
Although health and safety is the responsibility of the principal contractor,
a good practice checkilist is provided within Appendix 4 to assist the client
in maintaining a constant awareness of all aspects of site safety.

316

Checking that the health and safety (H&S) file has been prepared:

A H&S file is only required for projects involving more than one contractor.
However even on single contractor jobs where there is no requirement for
a H&S file, Harbour will still require that the contractor provides handover
documentation relating to the work carried out (eg product information
and as-built drawings where provided).

The client (Harbour) must ensure that the principal designer prepares a
new H&S file for the project or revises any existing one.

The H&S file should be appropriate to the characteristics of the project,
and contain relevant information needed to ensure the health and safety
of anyone planning and carrying out future construction, demolition,
cleaning or maintenance work on the building or structure.

The client (Harbour) and the principal designer should identify and agree
the structure of the H&S file at the beginning of the project.

The client (Harbour) must ensure that the principal designer reviews and
updates the file regularly to ensure it contains all the necessary
information.

If the principal designer’s appointment ends before completion of the
project, he/she should pass the file to the principal contractor.

The H&S file should include enough detail to allow the likely risks to be
identified and addressed by those carrying out the work, and be
proportionate to those risks.

It should be clear, concise and easily understandable, and as a minimum,
include the information within the Harbour Homes H&S file checklist at
Appendix 4.

317

Maintaining and making available the H&S file:

Once the project is completed the client (Harbour) must keep the H&S file.
Harbour Homes requires an electronic copy, saved both in the project files
and in the M drive and also a hard copy which will be filed in the H&S file
library on the 3rd floor of Harbour’s offices at 108 Constitution Street.

The HSE advise that the H&S file should be kept separately from the
Operation and Maintenance (O&M) manual, to avoid losing information that
may be required urgently.

A copy of the H&S file should be provided to any new owners or
leaseholders. « The H&S file should be regularly revised and updated where
required, and be made available to anyone who may need it to comply with
health and safety law.

A new H&S file created as a result of major repairs or upgrading to an
existing development does not need to be filed within the old H&S file.
However the file should ideally be located adjacent to the original file and
cross reference should be made within the existing file to the fact that H&S

11
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information exists separately for subsequent upgrade work.

e Any handover documentation provided by the contractor on projects where
there is no requirement for a H&S file should be filed along with the original
H&S file as this forms part of the health and safety record of the building.

NON-COMPLIENCE

4.1

In the event of a situation arising where safe working practices are not adopted, it
is expected that Group staff will first inform the individual at fault and the site
foreman of the problem and request that the matter is rectified at the time or as
soon as is reasonably practicable.

4.2

If no action is taken within a reasonably practicable time, Group staff will write
formally to the contractors in question.

4.3

If no corrective action is taken nor any communication received within a
reasonably practicable timescale, the information will be reported formally to be
shared with the project management team to allow the appropriate action to be
taken through established Group procedures.

4.4

It should be noted that although under CDM 2015 it is the contractor who is
responsible for construction phase activities, the HSE may serve prohibition
notices for inadequate welfare facilities, for which the client (Harbour) has a
responsibility.

CDM CLIENT CHECKLIST

5.1

A detailed CDM client checklist for Harbour Homes staff is provided at Appendix
4. This should be completed for all construction projects, including maintenance
work, major repairs and cyclical works. As these checklists are working
documents they should be updated at regular intervals (for example, at site
meetings) and a copy should be kept on file for auditing purposes.

VISITS TO CONSTRUCTION SITES BY HARBOUR HOMES STAFF

6.1

The procedures for ensuring the health and safety of staff while visiting
construction sites, including the reporting of incidents on site, are detailed in the
separate procedures ‘HS-P12 Health and Safety Procedures for Construction Site
Visits’.

12
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APPENDICES
1. Summary of duties under Construction (Design and Management) Regulations 2015
(CDM 2015)

2. Harbour Client Brief Template (Development and Major Repair Contracts)
3. Harbour Client Brief Template (Reactive Repairs and Minor Works Contracts)
4. CDM 2015 Client Checklist for Harbour Homes Staff
a. CDM 2015 Client Checklist for Harbour Staff - Addendum for Covid-19
5. Health & Safety Pre-Construction Information (Reactive Repairs and Minor Works
Contracts)
6. Harbour Health and Safety (H&S) File Checklist
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APPENDIX 1: Summary of duties under Construction (Design and Management)

Regulations 2015 (CDM 2015)

Commercial clients

Organisations or individuals for whom a construction
project is carried out that is done as part of a business.

Duties
Make suitable arrangements for managing a project,
including making sure:
e other duty holders are appointed as
appropriate
e sufficient time and resources are allocated
Make sure:
e relevant information is prepared and provided
to other duty holders
e the principal designer and principal contractor
carry out their duties
o welfare facilities are provided

Principal contractors

Contractors appointed by the client to coordinate the
construction phase of a project where it involves more
than one contractor.

Duties
Plan, manage, monitor and coordinate health and safety
in the construction phase of a project. This includes:
o liaising with the client and principal designer
e preparing the construction phase plan
e organising cooperation between contractors
and coordinating their work
Make sure:
e suitable site inductions are provided
e reasonable steps are taken to prevent
unauthorised access
e workers are consulted and engaged in securing
their health and safety
o welfare facilities are provided

Principal designers

Designers appointed by the client in projects involving
more than one contractor. They can be an organisation
or an individual with sufficient knowledge, experience
and ability to carry out the role.

Duties
Plan, manage, monitor and coordinate health and safety
in the pre-construction phase of a project. This
includes:
¢ identifying, eliminating or controlling
foreseeable risks
e ensuring designers carry out their duties
e prepare and provide relevant information to
other duty holders.
o liaise with the principal contractor to help in the
planning, management, monitoring and
coordination of the construction phase.

Contractors
Those who carry out the actual construction work,
contractors can be an individual or a company.

Duties

Plan, manage and monitor construction work under their
control so it is carried out without risks to health and
safety.

For projects involving more than one contractor,
coordinate their activities with others in the project team
and in particular, comply with directions given to them
by the principal designer or principal contractor.

For single contractor projects, prepare a construction
phase plan

Designers

Organisations or individuals who as part of a business,
prepare or modify designs for a building, product or
system relating to construction work.

Duties
When preparing or modifying designs, eliminate, reduce
or control foreseeable risks that may arise during:

e construction

e the maintenance and use of a building once it is

built

Provide information to other members of the project
team to help them fulfil their duties.

Workers
Those working for or under the control of contractors on
a construction site. Duties Workers must:
e be consulted about matters which affect their
health, safety and welfare
e take care of their own health and safety, and of
others who might be affected by their actions
e report anything they see which is likely to
endanger either their own or others’ health and
safety
e co-operate with their employer, fellow workers,
contractors and other duty holders

14
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APPENDIX 2: Harbour Client Brief Template (Development and Major Repair Contracts)

NB All sections must be completed (amend example as required)

Name of project

32 Happy Street, Leith, Edinburgh

Brief description of project

20 x 2 bed/3 person new build flats and
associated external area

Main function and operational requirements
of the finished building(s) or structures(s)

Residential accommodation to be let as
general needs social and mid market rent
housing.

Motivation for initiating the project

Provision of social and mid-market rent
housing.

Expectations during the project, including
how health and safety risks should be
managed.

Principal Designer to advise on safe, cost-
effective on-going maintenance
arrangements, including any requirement
for roof access. Principal Designer to
attend all project team meetings during
pre-construction phase, and as required in
post-construction phase. Health and Safety
File to be compiled in accordance with
Harbour’s checkilist.

Brief explanation of design direction
intended by client.

One timber-framed 4 storey block with two
separate stairwells, and no lift. Gas central
heating boilers to each flat. May be
requirement for PV panels on roof (to be
connected to landlord supply) which will
need annual inspection.

Any known health and safety issues at this
stage.

Building to be demolished which may
contain asbestos. Site may be
contaminated due to previous use as petrol
station.

Client name and contact details (emalil Name
address and direct dial) Organisation
Email
Phone
Timeframe Site start: September 2021
Completion: April 2023
Budget £2m (construction only)

15
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APPENDIX 3: Harbour Client Brief Template (Reactive Repairs and Minor Works
Contracts)

NB All sections must be completed (amend example as required)

Contract Responsive repairs (all trades), voids,
annual gas inspections and responsive
repairs contract.

Brief description of works Undertaking reactive repairs, voids and gas
servicing across Harbour’s range of
properties.

Scope of works To ensure Harbour’s properties are

maintained to an acceptable standard.

e The scope of the works under this
contract comprises the following
workstreams:

¢ Maintenance (including emergency

works ordered during normal
working hours and including mutual
exchange gas and electric tests);
Call handling;

Out of hours call handling;

Out of hours emergency works;
Major works;

Void property inspections;

Void property works; and

Technical inspections.

Properties are likely to be occupied by
customers of the client whilst the works are
undertaken.

Void property works including gas and
electrical certification and any co-
ordination with an asbestos licensed
contractor for the removal of asbestos.
Works order/description Orders may be placed in respect to Works
to:

e Tenanted properties;

¢ Internal and external common parts
(including garages, bin stores,
refuse chambers and the like);
Factored properties;
Sheltered housing properties;
Supported housing properties;
Mid-market rent properties;
Shared ownership properties.

Orders will contain the following
information and will be issued throughout
the duration of the Contract:

e The address of the property

o The name of the occupant

16
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¢ Any tenant warnings
o The presence of asbestos within
the property

Contract Team

Client
Insert Details

Principal Designer
Insert Details (contractor for reactive repair
contracts) (Must be confirmed in writing)

Principal Contractor
Insert Details

Asbestos Information

Group’s Asbestos Register to be provided
to the principal contractor

Individual works orders will indicate when
asbestos is present or suspected within
the property.

Existing Health & Safety Files/Building
Manuals

These are available for inspection at the
Clients office

Health & Safety File Information

Full Health and Safety File required (Yes /
No) (if yes see Health and Safety File
Checklist)

Gas Safety Certificates required (Yes / No)

Electrical Safety Certificates required (Yes /
No)

User manuals required (Yes / No)

Timeframe Site start; September 2021
Completion: April 2023
Budget £2m per annum
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APPENDIX 4: CDM 2015 Client Checklist for Harbour Staff

(NB To be completed for all construction work)

QUESTION Applies to? | Yes/No/ | Notes/Further
NA Information
A PRE-CONSTRUCTION PHASE
1 Preparation for client brief
i. Has a client brief been prepared using Al Date prepared
the Harbour Group template? CO”S\}(’)‘;E“O”
il Has the client brief been issued to the Al Date issued
deSign team? construction
work
iii. | Is the client brief saved on the project Al
files and available at all times? consinu=tion
2 Making suitable arrangements for managing the project
. Have suitable arrangements been made Al
for managing health and safety Conafg:ﬁ“o”
throughout the project?
i Are these arrangements proportionate Al
to the size of the project and risks CO”S\}(’)‘;E“O”
involved?
iii. | Do the arrangements cover the Al
expected standards of health and Conafg:ﬁ“on
safety, including safe working practices,
and the means by which these
standards will be maintained
throughout?
iv. | Do the arrangements include what steps Al
the design team should reasonably take Consﬁﬁ“on
to ensure their designs help manage
foreseeable risks during the construction
phase, and maintenance and use of the
completed building?
v. | Are these arrangements communicated Al
clearly to all other CDM duty holders? Consﬁﬁ“on
vi. | Are there measures in place to ensure Al
Harbour can maintain and review these consinu=tion
arrangements to ensure they remain we
relevant throughout the life of the
project?
vii. | Have sufficient resources and time been Al
allocated for the key activities within Coni\fgﬁﬁt'o“
each stage of the project, from concept
to completion?
viii. | Is there effective communication and Al
co-operation between Harbour and construstion
contractors and designers via written
updates, emails etc?
Selection and appointment of project team and CDM duty holders

Where the project potentially has two
clients has a single client been
confirmed to project team in writing?

All
construction
work

Date confirmed:

Has the principal designer been
appointed?

>1 contractor

Date appointed:
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Does the designer/principal designer
have the capability and necessary skills,
knowledge, training and experience,
required to fulfil their duties?

All
construction
work

iv. | Has the principal contractor been >1 contractor Date appointed:
appointed?

V. Does the contractor/principal contractor Al
have the capability and necessary health Coni\fgﬁ“on
and safety skills, knowledge, training and
experience, required to fulfil their duties?

vi. | Is the contractor able to provide Al
adequate health and safety instruction, CO”S\}(’)‘;E“O”
supervision and information?

vii. | Is the contractor known to Harbour Al
through current or previous construstion
employment?

viii. | Has the contractor previously been Al
employed to carry out similar work? CO”S\}(’)‘;E“O”

ix. | If yes, were there any reportable Al
incidents relating to this work? consiruetion

X. Does the contractor have a good Al
reputation when it comes to health and consiruetion
safety?

xi. | Were the checks carried out by Harbour | >1contractor
on the capabilities of appointed CDM
duty holders, appropriate to the
complexity of the project and the range
and nature of the risks involved?

xii. | Have the roles, functions and Al
responsibilities of the project team been | consiustion
made clear, e.g., has a schedule of key
activities for the project team been
produced?

xiii. | Will the principal designer be in place for | >1contractor
as long as there is a need for their role to
be performed?

xiv. | If not, are there measures in place to >1 contractor
ensure that the principal designer
passes the H&S file to the principal
contractor so that it can be revised
during the remainder of the project if
necessary?

xv. | Can Group staff ensure that the health Al
and safety performance of the CO”S"L:E“O”
contractors and designers is maintained we
throughout, e.g., through regular
monitoring etc?

xvi. | Are there arrangements in place should Al
Harbour require project specific health construstion
and safety advice or assistance e.g., is
there access to a competent person?

4 Provision of pre-construction informatio

. Has the project team been provided with Al
information about the existing site of Coni\fgﬁﬁt'o”

structure (pre-construction information)?

Did the principal designer help bring the
pre-construction information together

>1 contractor
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and provide it to the designers and
contractors involved?

iii. | Does the pre-construction information Al
include: copy of the client brief, key Coni\fgﬂﬁt'on
dates of the construction phase,
information about planning,
management, resources and time
allocated to each stage of the project,
arrangements for co-operation between
duty-holders, plus any design and
construction hazards?

iv. | Has the information been provided as Al
soon as practicable to each designer consiruetion
(incl. principal designer) and contractor
(incl. principal contractor) who is bidding
for work on the project or who has
already been appointed?

5 HSE NOTIFICATION

. Is the construction work scheduled to Al
last longer than 30 working days and CO”S\}(’)‘;E“O”
have more than 20 workers working
simultaneously at any point in the
project; or exceed 500 person days (NB.

‘working days’ includes part days,
weekends and bank holidays)?

il If so, has Harbour (or the principal Notifiable
designer acting on Harbour’s behalf) work
submitted a written/online notice (F10) to
the HSE?

iii. | If not, is Harbour aware of its other Al
responsibilities under CDM 2015? Cons\fg:‘lit'on

iv. | Has the F10 been submitted as soon as Notifiable
practicable before the construction work
phase begins?

V. Does the notice contain the particulars Notifiable
specified in Schedule 1 of CDM 20152 For work
full details refer to:
http://www legislation.gov.uk/uksi/2015/5
1/schedule/l /made

vi. | Has the F10 been clearly displayed in the Notifiable
construction site office in a work
comprehensible form where it can be
read by any worker engaged in the
construction work? (NB Harbour may ask
the principal contractor to do this on its
behalf)

vii. | Has the F10 been updated if necessary? Novfligfrifle

6 Agreeing the form and content of the H&S file (pre-construction stage)

Has Harbour agreed the form and
content of the H&S file with the principal
designer?

>] contractor

Has Harbour provided the principal
designer with any existing H&S file
produced as part of an earlier project?
(i.e., so that it can be used to plan the
pre-construction phase of the current
project)

>1 contractor
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Has Harbour ensured the principal
designer will prepare a new file or revise
any existing one if and when required?

>1 contractor

B CONSTRUCTION PHASE

1 Ensuring the construction phase planis in place

. Has Harbour ensured that a construction Al
phase plan has been adequately construstion
developed by the principal contractor (or
contractor for single contractor projects)
before the construction phase begins?

i Does the construction phase plan outline Al
the health and safety arrangements, site CO”S\}(’)‘;E“O”
rules and specific measures concerning
any work involving the particular risks
listed in Schedule 3 of CDM 2015?
http://www.legislation.gov.uk/uksi/2015/5
1/schedule/3 /made

2 Ensuring the welfare facilities are in place

. Has Harbour ensured that workers are Al
provided with well kept, clean, well lit, consiruetion
suitable welfare facilities on site before
work starts on site and for the duration
of construction work, as per Schedule 2
of CDM 20157 For full details refer to:
http://www legislation.gov.uk/uksi/2015/5
1/schedule/2/made

i Have these been inspected by Group >1 contractor
staff?

3 Maintaining and reviewing the management arrangements

. Are the management arrangements Al
maintained and reviewed throughout the Coni\fg‘iﬁ“on
construction phase (e.g., is management
of health and safety a regular feature on
site meeting agendas, and is it minuted)?

il Does the contractor regularly report on Al
H&S notifiable incidents and near-miss construstion
events?

ii. | Do the management arrangements Al
include arrangements for commissioning Conj\%‘:ﬁt'o”
the new building and for a well-planned
handover procedure?

iv. | If the project does not go smoothly eg Al
experiences difficulties and delays, can construstion
Harbour establish key milestones for
assessing the progress of the project
and determining whether health and
safety standards are being met?

V. In the above scenario can Harbour seek Al
advice? (NB. On larger projects, the construstion
client may value an independent review
of standards)

4 Checking completion and handover arrangements

. Are the arrangements for handing over Al
the building sufficient to protect anyone Coni\fgﬁﬁt'o”
(including members of the public) who
may be affected by risks arising from
ongoing construction work (e.g., phased
handovers or snagging/defects work)?

5 Co-operating with the contractor/principal contractor (good practice checklist)
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. Is the contractor registered under the Al
Considerate Constructors scheme and if | consiiustion
so, are they ensuring that the CLOCS
standard is being implemented and
achieving a minimum score of 35
(industry average)?

i Has the contractor ensured that all Al
practicable measures have been taken Coni\fgﬁ“on
to mitigate risk of harm to their
workforce, visitors and all others
involved in the project?

iii. | Are suitable welfare facilities (where Al
applicable) maintained, cleaned and consiruetion
well-lit for the duration of the project?

iv. | Is there safe access and egress to the Al
project or site? construction

work

v. | Is the plant or substances within the Al
premises/ on-site provided for the use CO”S\}(’)‘;E“O”
of the workforce, safe and without risk
to health?

vi. | Is there suitable signage relating to the Al
health and safety measures on site? CO”S\}(’)‘;E“O”

vii. | Is there evidence of the contractor’s Al
knowledge of their responsibilities on consiruetion
site eg are workforce (and visitors)
required to carry CSCS cards?

viii. | Is the perimeter of the site fenced off or Al
identified? construction

work

iX. | Is the site in good order and in a Al
reasonable state of cleanliness? Conj\%‘:ﬁt'o”

X. Are any emergency routes and exits ConstAnljction
clearly signed? work

xi. | Has the contractor has ensured that Al
those other than his employees are not | constuetion
exposed to risks to their health and
safety e.g. use of barriers to separate off
hazards on busy sites?

xii. | Has the contractor ensured that Al
information about risks which may affect Coni\fg‘iﬁ“on
those other than in his employment is in
place by, for example, signage, providing
instruction and induction?

xiii. | Are there measures in place to allow Al
employers who work together in a CO”S"L:E“O”
common workplace, to co-operate and we
communicate?

xiv. | Have all reasonable steps been taken to Al
inform all employees (including Group consinu=tion
staff) of risks to their health or safety wor
which may arise out of their work?

xv. | Are the means of communication Al
between the site and the contractor, CO”S\%‘;E“O”
designer and client appropriate?

xvi. | Are there appropriate measures in place Al
in the event of a situation arising where Coni\fgﬁﬁt'on

safe working practices are not adopted?
(i.e, first aid, suspension of works etc.)
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Checking that the Health and Safety (H&S) file has been prepared

Has the principal designer prepared a
health and safety file for their project?

>] contractor

where a full H&S is not required, has the
contractor provided handover
documentation relating to the work
carried out?

All
construction
work

Where the above applies, has this been
filed within the original H&S file (where
one exists)?

All
construction
work

Can Harbour ensure the principal
designer will review and revise the file
regularly and will pass the completed file
back at the end of the project?

>1 contractor

Can Harbour ensure the file is handed to
the principal contractor if the principal
designer’s appointment finishes before
the end of the project?

>1 contractor

Vi.

Has the H&S file been checked to
ensure it contains all the required
information? (refer to Harbour H&S file
checklist at Appendix 6)

>] contractor

Vil

Is the H&S file in a separate folder from
the O&M manual?

>] contractor

Maintaining and making available the He

alth and Safety (H&S) file

Has a hard copy of the H&S file been
filed in the H&S file library on 3rd floor of
Harbour offices?

>1 contractor

Has an electronic copy of the H&S been
saved in the project files and in the M
drive?

>1 contractor

Can Harbour ensure the file is kept
available for anyone who needs it to
comply with relevant legal requirements?

>1 contractor

Can Harbour ensure it will pass the file to
whoever takes over the building and
takes on the client duties if the client
decides to dispose of their interest in it?

>1 contractor

Where the project involves work to an
existing building, has the original H&S file
been carefully marked up to show that
there is a new H&S file in existence?

>1 contractor
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APPENDIX 4a;: CDM 2015 Client Checklist for Harbour Staff - Addendum for Covid-19

(NB To be completed for all construction work)

QUESTION Applies to? | Yes/No/ | Notes/Further
NA Information

C ADDENDUM FOR COVID-19

. Where no Principal Designer has been Al
appointed, has the contractor Coni\fgﬁ“on
completed, signed and returned the

CITB CCOL: COVID-19 Site Operating
Procedures Compliance Checklist to
Harbour?
https://www:.citb.co.uk/standards-and-
delivering-training/health-and-safety-
publications-and-support-
materials/ge700-companion-
content/checklists-and-forms/

i OR >1 contractor Date received:
Where a Principal Designer has been
appointed, has the contractor
completed, signed and returned the
above checklist to the Principal

Designer?

iii. | Has the contractor certified that all items Al
on the checklist have been complied construstion
with?

iv. | Are the contractor’s arrangements Al
broadly appropriate (e.g. do they appear Conj\gﬂﬁt'o”

to follow version 7 of the Scottish
Construction Operating Guidance as
produced by CICV Forum on 14
September 20217?)
https://cicvforum.co.uk/wp-
content/uploads/2021/09/CICV-SOP-
Guidance-Book-v7-140921.pdf

V. Is the contractor taking reasonable Al
steps to ensure that their arrangements CO”S"L:E“O”
are being implemented and enforced? we

NB. to be checked as part of the
contractor’s reporting procedures and
via project progress meetings or
written updates

vi. | Has the contractor consulted with their >1 contractor
workers and ensured that they know
what the requirements are?

Name:

Destination:

Date:
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APPENDIX 5: Health and Safety Preconstruction Information (for Reactive Repair and
Minor Works Contracts)

(Amend as per individual contract requirements)

equipment is to be
immediately removed from
service.

All leads to be checked for
signs of wear and to be run
S0 as to not create a trip
hazard.

All operatives to be
competent in the use of all

Item | Hazard Risk Risk Control Measures Risk Comments
No. Rating Rating
Before After
Controls Controls
1 Inappropriate | Dangerous Medium | All workers are to be Low Copies of all
resources installation suitably trained and certification to be
Insufficient Degraded competent to carry out the provided to the client
training workmanship task being undertaken. All on request.
Ineffective operatives should have
repair valid certification for the
Injury to type of work they intend to
operative carry out, e.g..
Injury to public e CHAS Registration
e CSCSs
e 17th Edition of the
IEE Wiring
¢ Regulations
e (Gas Safe
o IPAF
2 Working Falls from Medium | Always check ladders Low Consider the use of
from step height before use and only use on podium steps for
ladders Falling objects firm level base repetitive short-term
Stepladders to be used for activities.
short duration work only
(30-minute maximum)
Don’t work higher than
2/3rds up a stepladder and
maintain 3 points of
contact at all times.
Don’t lean outwards or
sideways from the steps.
3 Working at Fall from Medium | Suitable means of access Low All operatives to have
height height to be implemented. undergone appropriate
Being struck No works to be conducted training for any
by falling beneath works at height. equipment used.
objects Areas below work at height
to be barriered off.
All works to comply with
the Work at Height
Regulations 2005.
4 Use of power | Electrocution Medium | All portable electrical Low Use battery powered
tools Entanglement appliances shall have tools when possible.
Trips current PAT certification
Noise and be inspected prior to
Dust use, any defective
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equipment, and where
required undergone
relevant training.

Relevant PPE to be worn
(ear defenders, dust masks
etc)

5 Use of Contact with Low Check tools are in good Low
general hand | tool parts, condition and fit for
tools damaged purpose. Any defective

tools, tools are to be removed.
incorrect use Tools only to be used for
of tools tasks they are provided for.

6 Working Fatal Medium | Avoid work on live service Low No lone working on live
with/near to | Electrocution whenever possible. services
live services Isolate supplies prior to

works commencing.

Use of MCB lock off device.
Test for dead prior to
working on any circuit

7 Hot works Fire/ explosion | High Adequate investigations to | Low Introduce a hot work

be conducted before and permit procedure
after works.

Provision of appropriate

firefighting equipment.

No hot works to be carried

out 30 minutes before end

of the working day and

area to be checked prior to

leaving site.

8 Tripping Slips, trips, Medium | Access and egress routes Low Tidy up as works
hazards, falls to be clear from debris, progress, don’t leave it
Materials/ equipment etc. Waste until the end of the day
Equipment/ materials to be disposed of
debris in suitable containers

No equipment or materials
to be stored in any
property.

Good housekeeping to be
maintained

Segregate work areas

9 Noise/ Noise Medium | Minimise noise and Low Request that occupants

Vibration pollution- vibratory risk by careful vacate the area for
damage to selection of power tools or noisy activities.
hearing. by use of hand tools.
Vibration Ensure the correct PPE is
(HAV’s) identified and used by
anyone within the noise
impact area.

10 Foreign Temporary/ Medium | |ssue and wear suitable Low Look down when
bodies in the | permanent PPE (safety removing ceiling tiles
eye Damage to glasses/goggles) when

eye/sight required.
Ensure that a first aid kit
including eye wash is
available.

1 Manual Skeletal/ Medium | Avoid manual handling Low Use mechanical aides
handling muscular whenever possible. where appropriate.

injury Conduct manual handling

assessment.
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Ensure employees have
had manual handling
training.

Share the load if required.

12 Chemicals/ Contamination | Medium | Issue COSHH assessments | Low Inform the client of any
substances /Disease and Material Safety Data unknown substances
Sheets. found on site.
Ensure the correct PPE is
identified and used.
Adequate storage facilities
to be provided.

13 Asbestos Fatal Medium | All operatives to have Low Do not re-enter the
Disturbance undergone asbestos area until the suspect
of asbestos: awareness training. material has been
Release of Should any suspect identified. Check
fibres material be uncovered, and information on
Potential it could be disturbed in any individual works order.
exposure way, works in that area

should cease and an
analysis be carried out.
Removal shall be carried
out by a specialist
contractor in accordance
with the Control of
Asbestos Regulations 2012
and HSE Publication L143.

14 Working in Inadvertent Medium | Ensure all work areas are Low Consider letter drop to
communal access segregated from members residents or communal
areas Slips and trips of the public/residents. meeting with property

Obijects falling Appropriate safety signage manager for ongoing
from height to be in place. works.

15 Excessive Inhalation Medium | Ensure all dust suppression | Low Provide local extraction
dust Contamination methods are employed. if required.

Ensure dust masks are
issued, worn and
maintained where required.
Select equipment with
integral dust suppression.
Do not use the machinery
whilst people nearby or
approaching.

Consider screening to
prevent migration of dust.

16 Vehicle Obstructing High Ensure all vehicles are Low Parking outside of
management | emergency parked in designated building should be for

services/ parking areas and do not unloading only and by
residents introduce any obstructions. agreement only.

17 Problem Anti-social High Client’s resident register to | Low Check Clients Risk
residents behaviour be consulted to identify any Register and

known properties of information on
concern. individual orders.
No lone working to be

undertaken in any property

of concern

18 Lone Accident Medium | Periodic visits from Low Each activity should be
working Fatal supervisor. assessed for the

Violence Regular contact via a number of operatives

mobile phone.

required.
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Daily register of operatives’
work locations.

19

Sharps

Cust of
puncture
Injuries
Infection

Medium

All staff should undergo
training on being “sharps
wise”.

Sharps policy to be
implemented

Low

Do not touch any
sharps if found.
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APPENDIX 6: Harbour Health and Safety (H&S) File Checklist

Harbour requires one hard copy and one electronic copy, to be stored as follows:

Hard copy to be filed in H&S file library on 3rd floor at 108 Constitution Street.
Electronic copy to be saved in project files and on M drive: CDM Health & Safety files.
The HSE advise that the H&S file should be kept separately from the Operation and
Maintenance (O&M) manual, to avoid losing information that may be required urgently.

H&S File = required content under CDM 2015

Included?

11

Introduction, including purpose of H&S file and summary of client
duties in relation to storing, reviewing and making available the file.

1.2 | Brief description of work carried out.

1.3 | Any hazards that have been eliminated through the design and
construction processes and how they have been addressed (for
example, surveys or other information regarding asbestos,
contamination or buried services). This should include certification
from the contractor that any required environmental remedial works
have been carried out

1.4 | Key structural principles and safe working loads for floors and roofs
e.g., information on roof access and fall restraint systems.

15 | Hazardous associated with the materials used.

1.6 | Any special requirements for lifting, removal and dismantling of
installed plant or equipment.

1.7 Health and safety Information on any equipment provided for
cleaning and maintaining the structure.

1.8 | The nature, location and markings of significant services, including
underground cables, gas supply equipment and fire-fighting
services.

19 Information and as-built drawings of the building, its plant and
equipment (for example, the means of safe access to and from
service voids, fire protection and the position of fire doors).

2 Additional information for O&M manual (separate folder)

2.1 | Project summary and accommodation schedule with postal
addresses.

2.2 | Site / buildings layout

2.3 | Schedule of consultants

2.4 | Schedule of contractors and sub-contractors
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2.5 | Architectural design statement

2.6 | Schedule of key proprietary products and materials
2.7 | Schedule of paint products and colours

2.8 | Operation and maintenance procedures

2.9 | Building access strategy and procedures

2.10 | Cleaning strategy and procedures

211 | Statutory approvals

2.12 | Local authority completion certificates

2.13 | Gas safety/commissioning certificates

2.14 | Other test certificates and records

2.15 | Site/ground condition report and data

2.16 | Adoption plan showing extent of road and street lighting adoption
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