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QUEST STONEHOUSE HOSPITAL SITE PLAN

INTRODUCTION

STATEMENT OF INTENT.

The underlying principle of the QUEST management system is to provide the cornerstone of company
efforts with regard to:

o«  QUality. «L‘}fﬁi
» Environment. rsé:'_"-‘\‘ﬁ"’ 5
* Safely. P,
s Traning. A5 Siga,
4@ iR
i Sl
? &N k e ‘i:;‘!.‘{.
OBJECTIVES. 4 R
This high level document will set out the managerment Sstems that,must be applied a‘éif:ss our
th the following; FEnas k- fe
company so that we may address the ollowing: ¢ g, e, R
"”: b, ) ;—“fﬁ"’ J.ﬂ}*‘n iy

» Legal requirements. %h:_‘r
» Statutory standards. Yoy ”:ﬁ%{%

. e i Lty

> . i, Beditn,

» Company policies % !%é};%( *‘%ig%%,r o
» Value for money. i ﬂé@?&;@ﬁ Sy
» Elevating industry best practice. %, ﬂt;@*?%:‘r: 5
« Risk management and mitigation. ‘% Tﬁ’? 4 }34?@}»*
s Exceeding client expeg;%g;g};%%% o >

A

ra
Fae s o

APPLICATION i, ﬁgﬁ i

The above objectives are bes ,f:';e,t _ iﬁﬁgé%@“ﬂp}_@c_‘tion ofan integrated and cohesive approach as outlined

within this ma;na"ﬁ‘é‘g% ggysteﬁi?-_ N i 1

T}g(g?t}(:}sfgh level QUEST:D %gmneﬂtﬁg'g?&iqw.pd as a platform for innovation.

Gﬁ%ﬁ@iﬁ&ds will be addi&gf%ﬁl by thé&froduction of 2 site-specific QUEST plan.

The prg’“' lgtion of such a plait is outimed within the relevant section of this system.

All aspec “% QUEST com hnce will be subject to audit.

The informatigiigathered df“'a? g this process will be utilised to drive improvements.

EIE, 7
And so add vaiuajgglu e z‘é_granagcment process.

i
.iﬁ—ﬁ;gr‘
i

DEVELOPMENT STRATEGY
Our development sirategy is considered to be one of natural progression and evolution so that we may

retain the requisite ability to adapt and improve our management systems as our contract develops.

e
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QUEST STONEHOUSE HOSPITAL SITE PLAN

PART 1 APPROVAL AND ISSUE OF QUEST PLAN

1.0 APPROVAL AND ISSUE OF QUEST PLAN.
1.0.1  This plan has been prepared in accordance with the FES FM Ltd QUEST system.
1.0.2  The QUEST plan is a controlied document issued by FES FM Ltd.
1.0.3  Every registered copy of this document will be updated with each revision.
-1'-“5: !!b‘.f:‘}_%
1.04  Any copies made should be registered and controlled to ensure that only the mt;fi’s'{up-toi}date copy is in use.
1.0.5 Before the QUEST Plan can be implemented, it must be reviewed and“aigf;rb\regi;gmpxe client.
G
1.0.6  Approval of this plan by the client extends to cover ail parts of itasﬁgpntcétgts in comp ﬁé_:;‘ﬁig‘;q_g‘)vith the approvals set out
within the Stonehouse Hospital redevelopment hard facilities m‘?@nﬁgégrieni coniract ré‘@iﬁ"aq’fg}ggﬁntsq
i il SR v
[ QUEST PLAN REVIEWED BY | B B |
[DATE OF REVIEW l |
[ QUEST PLAN APPROVED BY | |

Stonehouse Hospital QUEST Plan Draft Version | - For comment 17/4/03 5
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UEST STONEHOUSE HOSPITAL SITE PLAN

PART 2 AMENDMENT C

Q

ONTROL

AMENDMENT CONTROL

2.0

’s

2.0.1  The Quest Plan will only be amended by the FES FM Ltd once agreement has been reached with the client

representative.

2.0.2 Al controlled copies will be disposed of and the most recent copy used at all times.

-~
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QUEST STONEHOUSE HOSPITAL SITE PLAN

PART 3 CONTRACT REQUIREMENTS

3. CONTRACT REQUIREMENTS

31 CONTRACTED SERVICES
3.1.1 Building Services - Mechanical and Electrical
Heating, Ventilation and Air Conditioning Systems

Lifts and Ancillary Systerns

Protective and Safety Systems (Gas, Water, Fire and Security)
Back Up Systems (Generators, UPS, Batteries)
Lighting Systems

Power Distribution Systems

LV Systems

(Gas Distribution Systems

Water Distribution Systems

Wastewater Distribution Systems

Water Storage Systems

Earthing Systems

312 Communications
Structured Cabling Systems
Data, Voice and Power Systems

3.1.3  Energy Management
Energy Management Systems
Building Energy Management Systems
Building Management Systems
Building Energy Management Service

3.1.4  Specialist Services ﬁd”’“i

Environmental Issues ’;f’gg“ ‘#’.ﬁ%ﬂﬁ
Landscaping A5 \%%“%
Pest Control @mﬁ@%} el
Fabric and Finishes iR, e

“eios é%-"ﬁ e,

N
P N I

32 RERP TINGANIFED UNJEATION.
321 Reporting  “WEE  Ghs,
MonthlfReports (During steﬁﬂﬁ{?@gte per‘iﬁ‘d@%?g&"
Detail andi5iéakdown of invoices Migiteport £

:;gcomplaféd report

PPM schedulejgfiworks planned agaigsh

Calls received ﬁéﬁﬁ@&etﬂd per allocafi 1 / priority

Forward planner f&‘i{%mﬂnﬂl's maﬁténance tasks

Call statistics malyszﬁ%%gterpretat@ﬁ

FES FM’s perception o “'\_gggg; 8 Egkfomce against SLA
Health and Safety review an!‘ﬂ_a%eﬁ'm, including legislative aspects

Quarterly Reports A+

Quarterly energy/utility consumption including benchmarks and financial information
Interpretation of results on energy/utility performance

Remedial actions proposed for energy/utility matters and associated timescales/costs

Overall quarterly report on performance, cost savings, quality of service and other relevant items

Annuzal Report

Total agreement review for annual period

Finance review

Betterment and cost efficiency issues

Market competitiveness of sub contracting arrangements
Agreement improvements and best value issoes
Legislative review

General operational review

Stonehouse Hospital QUEST Plan Draft Version I - For comment 17/4/03



QUEST STONEHOUSE HOSPITAL SITE PLAN

PART 3 CONTRACT REQUIREMENTS

322 Communication.
The reports shall be augmented by both parties meeting on the same frequency where the contents of the reports are
discussed along with the following areas:-

Monthly
Improvement Areas/Suggestions
Conflict resolution "
’ Tf," G,
Quarterly ,;fﬁi%' e
Customer Satisfaction Levels [,;;f;”g.:?
Change Request Summary o oD
Resource Planning gﬁf i
Progress against agreement objectives é& . ‘5%}
R,
Annpually o T
Strategic Overview - looking backwards and forwards . 53,'%? )
Critical Review of successes and failures {eﬁ% kY
Progress against the year's objectives ¥ G, A
Forthcoming annual objectives Wl T
A
o g i,
33 Mobilisation programme ‘g?’z i,
331 Pre-start Period (Before Day 1) ir:h i, s
Prepare and submit QUEST plan to client for approval E &%fe“*‘"”?% ] 4\':3"'}?

Mobilise and induct FES FM teams in the strateglc and oﬁamhonai lrements to mekt the agreement delivery.
Mobilise administration and central support services in pregaranomu ga~]w 'st%g dafe.

Mobilise any specialist support sen%c,es and induct on opera‘uonax&nd simtél “& Fhirements.
Implement program of site famili aih‘g @ ”.?5’

Develop detailed support strafy W?}Jl %@}f "'fb

Develop operational Heal_lthf‘ Safety to mteﬁace with the cl:erl“ %q

Liaise with The Trust Dn“éaf Fet E&;tggy and pgunumcataon proto
DR -.;&mn. o 3
332 Go-Live aquob:hsahuufPé‘gpd"{f‘* itk DB J“

Mobilise local resi Qnap;t 5 and Mana fément teams"“to*pte‘w ethe following:-

Continuity oﬁ@nn%a} oﬁ%’iyauppﬁﬂ%

Imp!emqnt%{-}lealth & Safety prog %j»}f

Mlgxateicﬁdydesk and admmls&gﬁﬁn systemss: tti* i

Imp}ementﬁﬁﬁady state maintenance istrategy to Jz;gcogmsed standards to provide continuity from existing maintenance
strategy, ensunp mwsum to meet Statutary obligations whilst maintaining critical operational demands and supporting the

Trust and its Cligrs¥personnel. 3 =

Implement progmg% 15 Lo each 1oca£§1 n with a brief to identify the following: -

s All assets under con ted serv;ccs remit of FES FM Ltd.

Situation report on ﬂ utsﬁanﬁmg construction related issues,

Critical business mpacfaggssment

Health & Safety File. ‘,-.’-L

O & M asset information.

“As installed” drawing availability.

Log books.

Any other historical data where available.,

Collate and asses all information, updating and developing O&M information for electronic formatting, and re-align “as

installed” drawings as required.

s Review, discuss and develop an optimum maintenance strategy, based on the findings of the surveys, which shall
provide the Trust and its Clients with the best value strategy supported by rational and cost benefit analysis against
business risk and business impact assessments.

¢ Review, discuss and develop assessment of existing operational and technical improvements against potential business
risk, points of failure and investment opportunities for operational cost reductions through innovation and technical
improvements.

.« & & & & 4 2 B
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QUEST STONEHOUSE HOSPITAL SITE PLAN

PART 3 CONTRACT REQUIREMENTS

o Present findings and proposals to the Trust discussing rationale, business impact, risk and a strategy to move forward
providing short and long term solutions.
Establish and implement continual communication and reporting protocol.
» Develop reporting forum, strategy and format.
s Establish program for business continuity process for live testing and scenario planning, developing disaster recovery
contingency plans.
» Review operational and strategic processes applied from day 1 and amend if reqmred
{ i J .'.'»
3.3.3  Within 6 Months ; {?
Monitor and manage all data resources ta ensure support in the provision of re
Manage, operate and control the Maintenance system, regarding asset software manag m

addition. {5 ;
.:'r(.‘f. i"‘ﬂ;
334  Within 12 months S

Implement, monitor and review quality management and local workmgpmcedu:es regarding all

34 Critical Success Factors.
»  Fixed price for agreement operation and maintenance.
»  Commitment to share in operatmnal mprovements between FES FM !m _
s Robust arrangements for service delivery for d FMR actmtles L
s  Achievement of KPO's, KPI's, SLA’s and valu
o Utilisation of recognized and relevant industry ben
» Continuation of existing plant history and mainten
»  Ongoing upkeep of site specific documentation.
« Technical advice and support. s
L]
L
»
[ ]
L)
L]
L]

Approved Continuous Imprquemetg&fg'lan and assoclated i%tahdards unllsed throughout the agreement period.

EryC:

2% i
Regular bespoke reportingland site brqaggown mformatmu%
Fluidity of agreementﬁfsﬁiaw continubiigireview of coveraé‘e as required by changing needs of the Trust’s property.

Achieve a safe and accep 1 ﬂnwmmﬁ"ggt for Staff and Patxgntsf‘
Provisions of a high quahty stﬁhc’}ﬂr 0 _t?ég:_ﬁ%z%em all facets ofthe Agreement operation.
Direct contact, and,énterface wafhggﬁit‘l? £ HeCligh E;‘and%ﬁﬂler service providers on site.

& AEn *ﬁs
Ensure m‘gﬁgtamﬁnﬁgegglr%rfems amfirget by prowsmﬁ?;'cf a safe and environmentally sound working environment.
ik ;,7

As part oﬂftfe continued re\newdo "thp agreemeg%ﬁ;\ye will strive to achieve the following: -
Cﬁ‘lﬁiﬁﬁal abllaty to deliver indovation. _3 i

Review Qf curnentation mcludg&\g procesges, policies, procedures and quality systems.

Cyclical ﬁaués;a of continuous ugjgrovement

Benchmarkmg{t,&‘mdustry data/ it !23 mal data.

Efficiency gams“miﬁm Semce;r ivery.

Benchmarking and eitesm;g of sub-contracted elements to obtain “Best value”.

Embracing advances m-adkdhn ogy.

Changes in output speclﬁpg?lon to optimise maintenance spend.

Potential integration of &dditional support services within FES FM's remit.

Collaborative relationship between the Trust and FES FM to identify and participate in best value cycle.

35 Response times,

Criteria Response Window
Emergency Immediate initial response
Resclution within 12 hours
Urgent Within 15 Minutes for initial response
Resolution within 24 hours
Routine ‘Within 2 Hours for initial response
Resolution within 36 hours
Low Within 48 hours

Stonehouse Hospital QUEST Plan Draft Version 1 - For comment 17/4/03
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QUEST STONEHOUSE HOSPITAL SITE PLAN

PART 3 CONTRACT REQUIREMENTS

3.6 Customer Complaints
FES FM will deal with complaints and have adopted the following procedure.

On receipt of a complaint about our service from The Trust or their agent(s), as a result of the works arising from FES FM,

its people or sub-contractors sctivities on site, the following local work instruction/ actions.shall arise:

SRR,
Ty

dfg cy

1. Area Manager will be advised of complaint and advise on action to be take_r}_;;%‘f'q
2. Managing Director will be informed of complaint and the action to be taigéhﬁ%@r?
int wi i i i i EE s s
3. Complaint will be reviewed and remedial actions ascertained. g s,
4. Receipt of complaint will be acknowledged to Client and complaiz}axﬂ ;; ™ Q‘j{iﬁ
5. Remedial action will be instigated. ﬁw’ KN "‘J%?‘;,.! )
6. Remedial action will be monitored until satisfactory solution jgiachicved. “"&’&ﬁ&j
7 Client and complainant will be advised of remedial action taken and outcome. "‘ij:ﬂj e,

AR & ’} 2.

ERERN b )

The customer complaints process and procedures will be agreedﬁm%fggp‘ Trust du;:apg the mobilisation peﬂgﬁ’of the

agreement, and will be registered within FES FM’ QMS (QUEST). %55 S, &
& ’

h
s, o

Stonehouse Hospital QUEST Plen Draft Version | - For comment 17/4/03 10



QUEST STONEHOUSE HOSPITAL SITE PLAN

PART 4 CLIENT ORGANISATION

4, CLIENT ORGANISATION

4.1 CLIENT STRUCTURE

Lanarkshire Primary Care NHS Trust

Mackenzie Partnership

42 RESPONSIBHLATIES

4.2.1

J‘sﬂ%’%’
e,
S, 2
~ s :!'.,1.. ‘:—?: (AT a s 1Y
2 R%’;%t q&:ﬁ%&%&w

r et

b BT
e frms, e Yo
b ,gi& = e o wt.,fgé.._ G
i S m—:?éﬁ“f_ﬁ- S
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QUEST STONEHOUSE HOSPITAL SITE PLAN

PART 4 CLIENT ORGANISATION

4.3

DELEGATED AUTHORITY (CLIENT ORGANISATION)

ROLE

MAXIMUM VALUE OF
CLIENT’S ORDER

MAXIMUM VALUE OF
PURCHASE ORDER

#hy

gaikaty,

AT,

i

Stonehouse Hospital QUEST Plan Draft Version 1 - For comment 17/4/03
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QUEST STONEHOUSE HOSPITAL SITE PLAN

PART 5 FES FM Ltd STRUCTURE

5 FES FM Ltd STRUCTURE

5.1 ORGANAGRAM., As required for the delivery of contractual, guality,

compliance

I s
1L

FES FM Ltd

- “Y:'-';{,
.“'If’i'ﬁ'-‘ah. *,

Head Office Support
Technical, Quality, Safety, Environmental
Operational, Commercial & Admin

environmental and Health & Safety

g, P T
Area manager ﬁi
Helpdesk ‘-QE:L‘%% .. Wy
| S RCTSTR S ]
Local Response Team Local Response Team jgi[ Specialist Services
v, By i AR
gﬁg”ﬁ“f%fsf:i 4 7
A ‘w&g@a :

'}é‘!

A i S,
)f;}."ri;'e 2527
AT
e,
="3ﬁ ;: ’_afz?gh
’ “ﬁnu;:y

i,
"i.\giiﬁ-; .

&
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Fospital QUEST Plan Draft Version 1 - For comment 17/4/03

R




QUEST STONEHOUSE HOSPITAL SITE PLAN

PART 5 FES FM Ltd STRUCTURE

5.2 INDIVIDUAL’S RESPONSIBILITIES/ JOB DESCRIPTIONS

Area Manager:

Role; Strategic Management role in delivery of contract {o the Client.

Overall management responsibility for organisation operations including environmental, quality, Health & Safety, technical
and administrative functions.

Actively pursue interaction between strategic and operational requirements to synergise the balance of the current
operations with future needs. Ay

y yx ;
R e

The Area Manager shall be responsible for the management, control and co~ordinati9:§n3§£‘a!l works carried out, and shall

police the works for compliance to all statutes, quality, service levels and good pm'ghc'éﬁ',ﬁam

Strategic, operational, environmental, quality, safety, technical and a&ninisﬁaﬁ?{l& ‘ﬁmctx"é'x;‘j‘_ﬁ';i@ppnrting The Trust’s

agreement. He shall be based at the FES FM head office, but shall continua]ly Visit locatiurfh;;_“-‘;‘}:tjending all review and

performance meetings. He shall manage, control and co-ordinate all of g@$$’é}qzjce“requirement§z id report directly to the
Fiad e I

Managing Director. ;&@’3

RESPONSIBILITIES T, Al B

+ Responsible for all day to day management, control, co»ordiuaﬁuﬂﬁ’feﬂi:jéﬁyt‘jgfﬁrof éﬁaeperations and réporting directly to
FES FM senior management team. *@,{?& Y
Identifying and implementing innovations to impiove service delivery ‘ca%"”%
Attain strategic goals. "?@ﬁ%

. . s o g SEmeRND . S
Manitor/review strategic and corporate aspirationsit’Siipport core business. L"ig’}‘—mit: o
Provide overall management responsibility for contiact aehiy} }";ngg. i
Ensure continuity of systems in a manner, which fullg: omphiéswitiall legal quglitative, health, safety and
environmental standards and other relevant guidance.%g;, & ‘A""}i"“;':ﬁ_‘?_”"_@f
Overal] responsibility for Qualityfissurance on site. "1-\%{";*93‘ R
Ensure, demonstrate, reﬁpﬁ%ﬂﬁ’ﬁ%ﬁﬁé@&powﬁiance, to if;lfget the expectation and needs of the Client, the quality and

organisational goals ofﬁg‘iifg};ompauy, ik i
»  Productions of repoﬁé"éé%ﬁ?l@ar intervdﬁ;’ietennined by co"iigra}qt,getaiiing physical and financial progress, including

monitoring of Output speci’@;a_ggp by Ky, performance indic;fitr'érs. Actively demonstrate performance utilising internal

fexternal benchmarking proces§esto dgﬁl%@fh‘sas\_“‘ xfor contigiious improvement.
. e . TGS, e e

Provisicn of techiiialadvice anﬂ%{ Jem sol’i}‘fn{?ﬁmﬁmﬂ.

o Rl DR, ks Sk

Monitoring#ad professional oversigh

SAF SRR,
ey

. 8

) . .
al, g&%‘f};lll works to ensure satisfactory quality levels.

A7 D
HEALTH. X SAFETY RESPC ‘ﬁipimm%’g%?ﬁ'
. Accbﬁﬁfﬂ;ﬂ}hﬁ ta the Managing - ﬂiﬁ:ggtor for nf"a:mplementation of the Health & Safety policy.
*  To ensurtighy, safety procedure’si%&:;g?‘ developed and adhered to and to cnsure that all persons working under their remit
are suitably*tiiihed and experienced in safe working practices and to support their efforts on Health & Safety.
Responsible f&?ﬁi@ﬂeaﬁh & Safég for all employees for whom they have operational responsibility.
Implementation ti‘"xf@%‘tgnaging t@ocal QUEST Plan.
Safe methods of wo%%%;gg;gjdyed at all times and documentation kept up to date.
Staff induction training i3 _f;é'ﬁ\ied out and documented.
Welfare facilities are sujjible and sufficient.
First Aid facilities are suitable and sufficient.
Fire precautions are addressed and actions in emergencies communicated to employees and documented.
Hazards and risks to health and safety of employees are assessed and lowered as far as possible.
Workplace inspections are carried out and remedial actions taken to ensure continuing safety.
Investigate and document all accidents and recommend means of preventing recurrence.
Advise and assist in the training of personnel.
The Health & Safety policy is reviewed specifically for the sites under their remit and a site specific QUEST plan is
implemented.
They know their own and other person’s responsibilities for implementation of the safety policy.
All documentation is complete and up to date.
They are fully aware of all safe working practices and procedures.
Ensure that work activities carried out by employees do not create a risk or hazard to clients property and employees.
Ensure that work activities carried out by employees do not create a risk or hazard to members of the public or visitors.

Stonehouse Hospital QUEST Plan Draft Version 1 - For comment 17/4/03 14
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.

FES Local Response T
Role: To assist and support
qualified and experienced in

The team
efficiency and effectiveness.

pgreement, but

The local response
attend the business
Juties required sus

portfolio.

RESI’ONSIBfLITIES
Performance of planne
Full participatio
Performance an
Performence of ¢
Supe
Input to asset
Compliance W1
Fxecutio
Attainment of

-
L]
-
L
L]
L]
»
L ]
L
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QUEST STONEHOUSE HOSPITAL SITE PLAN

PART 6 CONTRACT SUBMISSIONS

6 CONTRACT SUBMISSIONS

6.1 LISTING OF SUBCONTRACTORS FOR USE ON MAINTENANCE CONTRACTS.

DISCIPLINE CONTRACTOR
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QUEST STONEHOUSE HOSPITAL SITE PLAN

PART 7 PROCEDURES

SECTION 1 SUPPLIER EVALUATION:

Supplier Evaluation Questionnaire P 1.1
Any member of the management team may submit a Supplier Evaluation Questionnaire P 1.1 to a supplier.
The completed document must be passed to the Contract Manager or Director for evaluation and Approval status.

Initial Approval status will be noted on the questionnaire and in the database in the following format:
A1l — Past track record fully satisfactory and supplier will undertake works up to and excegd “"‘g..ggi 00K.
B3 - Past track record mostly satisfactory and supplier will undertake works up to £50Kg v

Once approval has been granted, the questionnaire is to be passed to the Contract/
Supplier’s database may be updated. 8

% !.ﬁ!i:\ E"'\i-* it,
The original questionnaire is to be filed in the evaluation register for ﬂl%di‘!ﬁa"ﬁgp of the suppliéﬁg{ﬁggng.
The Administrator will then issue the updated list to all members of tgg“fmanageﬁlent team and prb'iglgzha
supplier advising of their inclusion on the list, 1 Ghi

s k
-_-'ﬁ‘-':%:;‘\‘v’.“ %"3::‘

,5’- i, i
The Data Protection act 1998 will be complied with fully at alf tlm&ﬂ@l_hgt: aE

e W i

(s &

e I
¢ Al technical and organisational measures suitable to safe guard the Eé’iﬁ{é@gtaincd within this document will be in
plce Yo
s  Only such operatives that are necessary to assistsiiztHe. management of suppi@%gs{ill have access to the data.

Data shall not be disclosed to any third parties undk ;r!‘g’dézggmstances un!ess*'f‘éﬁﬁ&g%%y law to do so without the

written and specific request of the supplier. \?i&. '%\}@%ﬂ b
e On termination of approved supplier status, all inforrfation ga .}j'g*”“ b this docurhient will be returned to the supplier
sﬁ% i i "f;v‘ _"v_f},mt.:.\,‘?
- LY
. Pl ot . &
The Approved Supplier’s data%égs‘ég\ﬁ/iﬁ%@%gle following information: #
48 iy oY
» Name of FES managei-‘%%‘ itiated e\%ﬂ%!ai jation. %%M -
»  Supplier code. k Eb’?},«%}& ‘ & o e
«  Full name and address of sup‘:g%i‘f;ﬁfg}h AR L’;‘ﬁij}i&? S
p eIy ok Sl
»  Contact namefec e, e L
e A, L
. Approig&éstgfus codeisiints, g
» Servigi'offered. iy aé%;% N
. gL&E@géé(;gmﬁcate number. *&@;\% il ':ﬁja
o CIS taXgatificaté expiry date’ Sy By
» Expiry da% value of msumné% +
e  Financial iiﬁ‘i{%"f{ . %‘a;g“
» Date of last statti 1zggdgte. 15»,;

1

The administrator shall eﬁ’@ﬁ%@gﬁ{g database information is checked monthly for any out of date information i.e.
insurance details or CIS certifigates.

If the details require to be updsited, the administrator shall ensure that proforma letter P 1.4 is to be sent to supplier to
request updated information. Once the information is received, the database is to be updated and the information filed within
the P 1 file,

Supplier evaluation review P 1.2.

Should a supplier be found to be under performing, the Divisional Director must be informed so that a decision on the
approval status can be taken.

Information for the review should be taken from the following procedures:

» Contract Progress Meeting. P 5.5.
»  Contractor Monitoring. P 5.6.
s Control of Non-Conformances P 5.7,

The Approval status of the suppliers should be updated annually or in the event of significant change to any aspect affecting
future performance.
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If a supplier is removed from the database the completed questionnaire will be returned to them.

QUEST STONEHOUSE HOSPITAL SITE PLAN

PART 7 PROCEDURES

SECTION 2 TENDER ACTION:

Delegated Authority.

Management team members are authorised to issue and accept orders within the limits of their Delegated Authority. The
delegated Authority is set out by the Director and noted within the site QUEST plan at part 5.3.

Value of the work.
Any member of the management team may submit tender documentation to a supplier. &

If the likely contract value is < £5K then procedure P 2.1 Request for Quotation will apply l'""‘f""l?%:m
If the likely contract value is > £5K then procedure P 2.2 Tender Action will apply. ;h,a e

The number of tenders to invite will depend on client’s requirements and will be,nétad hin the site QUEST plan.
,J-fJH. ' -
s:;:\"'i.

Suppliers. ,}5&\__ . m*-‘ﬁ&,h

Only Approved Suppliers may be used P 1.0 applies, éb‘lﬂmﬁx N

In the case where there is & lack of suitable Approved Suppliers on thé%atabase, a supplier evaluauq\ll
sent with the tender documentation for completion as per proc;'sulrﬁy 1.0, 4, *

The tender package is sent to the supplier for pricing. A ??i%‘ L‘xg?“zﬁg,_

?“‘ o

I b; F%j
Maintenance contracts, .3*
If the tender action relates to the letting of a maintehignce contract, a "Schedu!lﬂ%},P 2.6 must be issued along with the
applicable “Instruction set hard copies™ P 2.7. lr.ﬁ”*. g,

i, o

Remedial works. . &ﬁ%‘g‘ﬁ“ g K

If the work to be undertaken relates to defects dzscoverecf‘ﬁunng maﬁeuance actwmeﬁ please refer to procedure P3

remedial works. This is allowable because best “value for ﬁioney hns ﬁ'emtfb&rmnsfmted at the tender stage.

A copy of the call log or defect repoft Te atmg to the works is;,,tg)“ba 'included wﬂnn the job file for charging purposes.

{'i’tﬂ it --i;_-__"-h "%%M “h;

Value less than £5K {*a\a— g

Request for Quotation P21 “"\ '

The originator of the works is 5p px;oduce a fﬁ]iﬁ ecification mcludmg hazard evaluation P 2.4 and prepare tender

documentation. S e, e S,

The tender documcnmt;ﬁq ust be Va1tdated ami% i F* fb‘i%qx other member of the management team.
?i*iné‘mﬂl‘u'aﬁh%

On retum r"m pricing, the comple eted doclﬁgmm must be passed to the originator for evaluation.

The objé ve of the evaluanon‘i‘ﬁoﬁchaeve be“;&b’%‘qmp'hance with QUEST objectives.

Tend &ﬁ‘gtiagy sheet P 2.3isto bea‘oaflpleted ¢ originator.

'r' "lr

Once the evaluatiﬁkmis complete and c ieht appmval to proceed is obtained, the originator can fax an official order number

to the suppiier. qu «&
r ‘vz& !q -t( ()
Works on site to be mauagqaﬁ.’s pex‘;f’rocedure P 5.0 Management of works on site.
2 A

e
On satisfactory completion of’c;‘é warks, the menagement team member managing the works will sign 2 Completion

Certificate P 2.5, ,,,sa’r
No invoice will be paid until this signed document is on file.
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Value greater than £5K
Tender Action P 2.2
The originator of the works is to produce a full specification including hazard evaluation P 2.4 and prepare tender

documentation.
The tender documentation must be Validated and Verified by another member of the management team and checked for

completeness.

Tender summary sheet P 2.3 is to be completed and signed by every member of the tendemavﬂpanon team.

Once the evaluation is complete and client approval to proceed is obtained, the dog;%é? tation is to be passed to the QS so
that an official order can be raised. PG
The QS will then issue the order to the supplier.

é’lﬂi&

Works on site to be managed as per Procedure P 5.0 Management of workg.on sﬂ;e
A

On satisfactory completion of the works, the managerment team memher managmg the works wa}i' g);:t Completion

Certificate P 2.5. and ensure that the maintenance contract Schedulb&ﬁx is updated if applicable.

No invoice will be paid until this signed document is on file, _‘gﬁ% Siin,

‘”l“\i% “"’*‘m

A
Tender Summary P 2.3. &ﬁg
On return from pricing, the completed documents myst be passed to the Confi‘aqicManager or Director and QS for evaluation

(tender team). ‘?53.“1%% *"';a

i
The objective of the tender team is to achieve best conggl eEwith QUEST objechves: e

Tender summary sheet P 2.3 is to be completed and mgned‘é Fevin ‘member of the te d@!* *gvaluation team.
YRYer “é

Once the evalvation is complete and client approval to pre%eed is" fﬁ{ el the documentation is to be passed to the QS so
that an official order can be raised. % ,,%L"‘ ﬁ'k'jji%ggﬁ'?

T‘;’L‘.-'P o "‘{} wz\ i
Hazard Evalvation P 2.4, i %ﬁ%ﬁ“ 2y Nf'aé" &

A hazard evaluation P 2.4 dﬂ ﬁng reasoﬂgm foreseeable haz’grds will be completed by the originator of the tender
documentation and subrm;f 16;the supplicryt jth the package. %

%{ ?:l ﬁ%:
Completion Certificate P 2.5. %5, i, )
On satisfactory comglg:non of the wotkixihe rﬂ:i“ﬁ‘qt} TERE £ ember managing the works will sign a Completion

Certificate P Zﬁ,;mdep ;ahgt the ma",ig. nance contrac%‘Sbhedule A is updated if applicable.
No invoice, yfjl!’be paid unt'fzﬁxzs,*s ‘gned clinent is on file.
st *a‘sv‘a*‘-. ‘fg &
Schedule:ﬁ;ﬁn 2.6, SEk ‘fmgg‘%’
For any mamger}ance contract or for—anjr programmed works managed via the asset management system, the originator of
the work will pnpspa:e a Schedule A d’fa‘ﬁ le within the relevant Job file section. ‘
1t must be ensured! n&ﬁzg:a sufficient 1&\% fof detail is included within the Schedule as this document will then form the site
B " %

The schedules will tﬁén-‘é‘ ,;ncorporatéd within P 5.11 Asset Management System
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Instruction Set P 1.7.

Where works are described as above within a Schedule “A” and it is not possible to enter the specification within the
schedule as text, an instruction set will be prepared.

The instruction set will detail the steps to be taken in order to complete the task in hand.

Instruction sets can be generic provided they fit the technical aspects of the plant in question.

Instruction sets should be numbered where possible using the FES FM version of the HVCA

Specification Volume 0~ 3. 5

Where the Instruction set is unavailable within HVCA Volumes 0 ~ 5 the originator must fiistseck advice from either
industry standards i.e. BS, CE EN or manufacturer’s guidance or specialist sub contragtgr’s methiod Statements.

The information obtained should be formed into a Volume 0 specification and com’mﬁ:{ii;gated to the QUEST Manager for
the site so that others may benefit in the future. P

Generic Instruction sets and HVCA Volumes 0 — 5 are contained within QUESiﬁg'AppenEﬁiéﬁP*ZJ Instruction Sets.

See P 5.11 Asset management System for further details. R i

W
G

BEEr t
::\:) 13 nro‘{wn‘.‘h

Developraent of Specification P 2.8. S iy
The originator will develop the specification for the works. Fuil cg fsance will be taken of client's Bie:
standards, Health & Safety and Environmental considerations. xfﬁt‘s 15, B, )

v,

In the case of maintenance contracts see P 2.7 Instruction Sets*fAbo\'@%_._ b
Specifications must be verified and validated before issue by memberé‘bﬁét;g rgs’.ﬁ"a%er?ient fearmn.
Potential Health & Safety and Environmental hazards must be aveided w '1’; ssible or steps taken to reduce risks
associated. - i,

Specifications must include sufficient detail to ensbleithg.contractor to undertaker¥orks without further reference. Where

e S
standards are to be met, they should be clearly identiﬁg?fi@;ﬁﬁiag%fpmnce criteria qﬁ%fj:‘

¥
=
-

A

‘Where required, the client should approve any spmiﬁcﬁﬁgﬁ%%ﬁ%tg i
See P 5.11 Asset management System for further detailsf?%

W o

ST s G 87
SECTION 3 REMEDIALsWORKS; L
Remedial Works P3, = d %3‘%5 3

Mapagement team membfgn'ﬁlfém%authﬂﬁsed Yoissue and accept orders within the limits of their delegated Authority. The

delegated Authority is set oﬂ?%@}i‘ﬂDix‘ectaﬁﬂ%d noted within tlfé%‘" #QUEST plan.

'Eij?g:’r‘_r G e
S

o

Netification, it Zinis i
Remedial wor, ﬁi‘ﬁ?ﬁéﬁﬁ% in two w’hﬁgﬁ”géﬁxer througiftherhelpdesk or via the asset management system.
In cither ca,s_e':’? whe:lp des?&f%ﬁ%i&mquﬁ%@iﬁgfore any financial commitment is made and an asset management system
defect callilog is required so tﬁa@ ig;plant hiié‘td‘fiag:{pn be updated.
a8 % kot

%)

The mainten*g}xg“ggganager will en?ﬁ%ﬁgm the s?j;‘ﬁ'iier provides an itemised quotation in respect of the remedial works,
Ak Tl '
On arvival of the‘fSegp'j;ﬁer‘s quotation‘gjgh'{: originator will ascertain if the work is justified.

i,

If the work is to pro‘é"‘éﬁﬁ;ﬁhe originatdiinay authorise completion providing the cost of the work fails within their
delegation. il e
oo

g J
The originator is to che q’ll%bqﬁr rates and the materials mark up to ensure that they align with the contract rates.
ity ._.};

e
If the originator’s delegation!{‘fﬁ"‘insufﬁcient authorisation to proceed must be escalated to a member of the management team

with sufficient delegation.

The originator must mark the quotation as approved and note their signature and the date of the approval on the quotation
and complete and attach a Hazard Evaluation P 2.4,
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The endorsed quotation is then passed to the QS so that an order number and Hazard Evaluation P 2.4 may be faxed to the

supplier-
In the absence of the QS, the originator may fax an order number and P 2.4 to the supplier.

Works on site to be managed as per Procedure P 5.0 Management of works on site.

On satisfactory completion of the works, the management team member managing the works will sign a Completion
Certificate P 2.5. i*j‘,; N _&

No invoice will be paid until this signed document is on file. 'r‘

The ongmal helpdesk call log and asset management call log are signed off by the 5;&11&:;‘ and the systems updated.

On invoice acceptance the QS will copy the invoice and submit to the asset managgmancfystem administrator so that the

value of the remedial work may be set against the assct. o {33
%2 l‘ﬁt,’ﬁk
Sl %
SO -»‘Q‘}

SECTION 4 PROCUREMENT OF MATERIALS: %;,}g
Procurement of Materials P 4. g;,; 5
Any member of the facilities team can request the ordering of :m’{r.j “‘J ~:».
In the case that an operative requires materials, they must appmach ) 1

raised. %@:._,’ 5.,_‘{;-:
Management team meimbers are authorised to issue and accept orders w:thmjﬁ
delegated Authority is set out by the Director and ng@;ed within the site QUES% Han,

.%?'3
Notification. g m Fzﬁ:% 4.:;4 Tk iy, e
The ordering of materials may initiated in various ways*e "* e "‘4%1‘;%,
» Through the helpdesk or via the asset management &stem czﬁlf&dk&’ ‘? &
e Against a client’s order. *“""“gy
£ Y %%ﬁ”

»  Against a project. ”§3”%’
l, ‘

4
k)
N
In the case of an asset mmgg@ent systerih g'b glog, a help deslcl’t%ilog is requu.'ed before any financial commitment is

made. f-ﬁq i, -4
The manager will ascertain if Gex ,}gnals uﬁed Sl

If the work is to proceed, the ongihg _‘ a;na agw‘lgac\@mcuremeﬁt‘ providing the cost of the materials fall within their

delegation Sl {“Z? o

Ifthe ongmatorﬁsx&ﬁegﬁ]qtg‘ia msufﬁclen iauthonsatwn ‘%‘mceeﬁ must be escalated to a member of the management team

with suffi clent delegahon i@ ngpqy x %%
ental

'u

it ‘ix;\ﬂSHealth & Safety connotations of the through life impact of the

The Qnglgr(’g;ioinmust consider the emhmnm
materials. 7y
\%&

This procedure m“a ;E:l?used for workg Where the major costs involved are directly related to the purchase of materials with
only & very minor s gt aside for lgt 6\11‘ i.e. the supply and fitting of window blinds.

All information in ccmp pe thlhéhwmnmentai and Health & Safety must be dispatched with the materials as required.
The manager must comple, l‘%m mfemal order and pass to the QS for action.

The internal order must be Wed with the help desk call log number is applicable.

In the absence of the QS, the'originator may fax an official order number to the supplier.

On delivery of the materials, the (S will check the consignment to ensure that it is a stated on the delivery note.
The delivery note is then attached to the original order.

No invoice will be paid until this signed document is on file.

The original helpdesk call log is signed off by the QS and the system updated.
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On invoice acceptance the QS copy the original inveice and affix to the original order.
The carbon copy in the official order book is marked with the invoice date and number.

The order file is archived within the monthly order file or in the case of a project, in the project materials ordered file.

SECTION $ MANAGEMENT OF WORKS ON SITE:

Contractor’s Code of Practice P 5.1. r,ﬂ* %‘;;?M
All works on site must comply fully with the FES FM Code of Practice for Contractoxg JC:E:P) P51,
A copy of this document will be issued to the supplier at the contract initial site meq.tl P 5.4,
Compliance with the CoP P 5.1 is mandatory at all times and is a contractual obhgatmrr '
Audit of compliance will be undertaken using Contractor Monitoring pmcedurﬁal;’ 5.6

£
rﬁq‘{'“ e
L,

Works Authorisation P 5.2,
The contractor must inform the management team of their intentions ,i'ér site access.
The manager of the work must ensure that a Works Authorisatio gﬁ 2 has been submitted for the Wodts‘a
registered within the Works Authorisation file. If considered necesbarx, by the on@ ator 8 Hazard Evalu
completed and sent with the Works Authorisation. ~‘«'3 " .M n;*

Where it is necessary, a full set of applicable safety documentation (i. e° @SI-IH dssessments, method statements etc)
must be provided by the supplier and reviewed by a member of the manag@mé ¢ teamn to ensure that it is suitable and
sufficient. This information must be checked and adeguate]y address the hazatasildeutlﬁed on the submitted P2.4 before
commencement of works. Pafg;ﬂ L i‘-ig

Where the work on site is related to routine works und”1 %}:"@ggct, the mfcrmanoni,‘ %‘écnpyd above should have been
submitted as a result of the Contract Initial Site Meetmg:l’ S‘ﬁi’@ﬁ“,&qot, supplements :’mfonnatxon must be submitted by
the supplier and reviewed by the instructing manager. \% 3@-& ,;Lﬁ"

:%5 iﬁ""u.

d that a copy is
P24 is to be

n-..-v

‘H‘:ﬂ

Site Induction P 53. hﬁ ﬁ%ﬁ
All personnet working on site mu‘stbgnnd\‘x\\“ A aamer&"ocedmegé 3.
The objective of the,gmcedure is to adwsé’the in ﬁaﬁual“‘ ,g'te‘“ﬁazards, Health & Safety requirements, actions to be taken
in an emergen,gnﬁ.fanﬁlal c%gia é§ ¢ inform llQP_ mcludmg Whitare facilities.
The mduc%on foust be ‘ﬂ.l]d reglstétedhv:thm the site induction register and a copy held in the relevant job file under
Section 9 Competenc h

o hzi;\! &u. g v :.'e%'mﬁ ﬁ%z’"b
Contract Ifn ?§1te Meeting P 5. 4»,
Before the starty dgacontract, ifthe vsﬂ.uq: or cnmpiemty of the contract warrants it, an Initial Contract Meeting P 5.4 is to be
convened, i
The objective of Ehi’é’uﬁeegng isto allaﬁ? compliance with Health & Safety requirements and to set out site specific and
contractual oblxgatlons"r ed of tI;;”suppher
Attendees should mclude”ﬁﬁ "mm‘jkger in control of the contract, FES FM supervisor, Supplier’s contract manager and lead
site operative.
Minutes are to be taken by FﬁS FM and a copy sent to the supplier for his records.
A copy of these minutes are 'to be filed within the job file at Section § - Minutes of Meetings.
During the meeting it should be agreed at which frequency the Contract Progress meetings P 5.5 will take place and what

milestones are to be considered.

Contract Progress Meeting. P 5.5,

The Contract Progress Meeting will be convened when agreed at the Contract Initial Site Meeting P 5.4 or if required due to
circumstance.

The objective of the meeting is to allow reporting on contract progress and to allow discussion on supplier performance
milestones, Health & Safety and the outcome of Contractor Monitoring P 5.6

Attendees should include FES manager in control of the contract, FES FM supervisor, Supplier’s contract manager and lead
site operative.

Minutes are to be taken by FES FM and a copy sent to the supplier for his records

Any Control of Non-Conformances P 5.7. issued during the contract are also to be discussed.
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A copy of these minutes are to be filed within the job file at Section 6 — Minutes of Meetings.
The records obtained during these meetings may be used at Supplier Evaluation P 1.0,
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Contractor Monitoring P 5.6,

Contractors will be monitored throughout their works on site to ensure compliance with the FES CoP, their safety
documentation, adherence to specification and contractual aspects of the works as per P 5.6 Contractor Monitoring.
If during this procedure, non-conformances are found, remedial actions must be taken immediately.

If no resolution can be made or there are serious shortcomings hightighted, work is to be stopped

The contractor’s contract manager must be contacted immediately and resolution sought as per P5.7 Control of Non-

Conformances.

. .
A minimum 15% of all works undertaken are to be subject to Contractor Monitoring P S;gg:;g@‘;?_ﬁgure is represented by

the ratio of Works Authorisations P 5.2 and Contractor Monitoring P 5.6, in any givcryg;ﬂendaf‘fnonthn
A copy of Contractar Monitoring P 5.6. is to be filed within the job file at Section 4 -;%":%
site Contractor Monitoring ¥ 5.6. register.. %;g"““*"“

2

i 1 3 : : s \/ q:f"? 9}.’?—\
The records obtained during these meetings may be used at Supplier Evaluahqg@ 1.0. ‘%ﬁﬁn‘ﬁ,

A {Ei ﬂ%&‘&
Control of Non-Conformances P5.7. é‘{,ggffg:& L ‘%%;ﬁ?s; '

Where there the FES FM manager decides that there has been a seriougjinicident 0T shortcoming i
supplier, the manager is to issue & Control of Non-Conformances Q?S»’T . e
This document will contain details of the problem, requested rq;;g‘fé'&jfi{}“gctions fo’ﬁggctiﬁcation and the fi‘n_yé%‘ggié: for
addressing the issue. 7 REhy i e

performance ofa

. ' =% “’-‘i‘r%r. ﬁ%iﬁﬂ_‘ d."c
Control of Non-Conformances P 5.7. is then sent {0 the supplier for actQ, AT
The supplier is to complete section 2 and return to the originating Manag‘é“é@f_;ji:
Copies of Control of Non-Conformances PS5 are{it%%sbe filed within Sectiondin omespondence of the job file and within

the Control of Non-Conformances ¥ 5.7. site registe'%‘.@\_ ,

The records obtained during these meetings may be usgd:

e,

\.S;}i?g}:?r Evaluation Pﬁi%g}f"ﬁh #
SR L5

Concession Request P 5.8. >N ST, =
Where a potential or actual fact exists that would detrimeut@:ﬂy affgg) hels _;g@ﬁg client that cannot be addressed in the
available timescale or financial cor.n?idtmem Concession Rﬁue&g&l” 5.8, is .,E:)Wed.
The FES FM Manager is to detai{h ,n%:;ffgj‘»gf the cuncessidﬁg:équired and thiFimplications on time, cost, environmental
jmpact or quality of the serviq“",%eing progided. A
The Concession Request B ; s to be coripiéred by the client ‘Gace the concession is accepted.

35,8, are toSpe filed within Secti%%#g# Comrespondence of the job file and within the

Copies of Concession Reques! ﬂr"ﬁ*
Concession Requests P 5.8. site Tegigter. ARiERm
ks ,If -..1&5@&@}&_@{’

Job Files P smﬁ;@’éﬁ%ﬁﬁ s, ;
e SRttol of the Wozks considers that the contract is of significant duration or complexity, a Job

If the FES E%N;[?Manager o ks 4

File P 5'»%{& o be managed fdﬁ@i{%ﬂmﬁoﬁ‘u&i‘g&cq@am

Thej glg;;-ﬁléiﬁ‘%gll consist of a sing”l‘fg:_@;ﬁgaultiplé" A _:fﬁfze binder holding the following sections:
T N Kok :

» Spine Lé‘%’éﬁ%“ o

e Record of AU, B%\""

« Job File Index. % &

» 10 Section Diﬁde@mm@& 10)

i, i
. e
Section 1 Correspo%e.

-

« Section2  Finance. &F

o Section3 Health& Safety.

» Section4  Contractor Monitoring.
« Section3 Engineer's Teports.

o Section6  Minutes of Meeting.

« Section? Specification-

¢ Section 8 Schedule “A”.

o Section9  Competence.

o Section 10 Calibration.

gntractor Monitoring and within the

All entries to the job fle will be numbered using pencil in the top right hand corner, registered within the file index and filed

within the correct section of the Job File.

Stonehouse Hospital QUEST Plan Draft Version 1 - For comment 17/4/03



QUEST STONEHOUSE HOSPITAL SITE PLAN

PART 7 PROCEDURES

gnificant risk to the continuing operation of the

Business Risk Assessment P 5.10.
siders that there is a si
d and signed off by the client’s authorised

if the FES FM Manager in control of the warks con
Client's core business, 2 Business Risk Assessment P 5,10 must be produce

person. The P 5.10 is to be filed within the Job File P 5.9
Documentation to easure that the client’s representative has accepted the risk must be available before work starts.

3

Asset Management System P 5.11.
i costs associated with these
il

The asset management systemisa tool that enables the aintenance, inspection, repair agg@
f_,‘_!ﬁv’

activities to be tracked throughout the life cycle of the asset. Al v
The definition of what an asset is will normally be agreed with the client but will ggg,‘e v be defined as a systetmn of part

thereof that may be considered as an entity for the purpose O tracking tasks perggtgiiéﬁ-r,_
A g

Qf;: h
It is good practice t0 keep a plant history for all assets, this history is useﬁ.}zl\,hft‘oréﬁiilding up the
the equipment and a5 2 method of measuring the efficiency of the maingpt‘;:gﬁi;ge}'eﬁime. The m:
<, = T

evolve as the plant history dictates.

A i
s . N . . & . .
lifting equipment, safe‘gg%ﬁ%pcment, hfé"“s_‘;;_fety equipment (Firet :_i_ggjg, Emergency
legal requirerrient té’%ﬁ?‘? maingggx‘x’;ange and inspection agtivities. These
3 ) 425 T E:-'-‘J

8 of QUEST. »g%.ﬁ%’{g;r % 4
orr

In other cases such as pressure systems,
Lighting, Portable Fire extinguishers etcy ltis a
systems are dealt with separately within section

The assets shali be scheduled on the proforma P Zqﬁﬁéchedule «A" each ass‘éf%fii@e fixed with an asset number to allow
ad quately desoribe thﬁtfi%g&ﬁcation of the maintenance task and a
&ﬁ.&n

case of tracking an instruction set or sets shall be use;g% e
frequency for the activity shall be defined within the 35‘: '%dil‘&g@ s
A programme of work will be formulated noting the da%;ﬁdﬁﬁg;@gs‘g to be complelediby.
The programme will be communicated to the operative mﬁg‘gontractg%mmg out the }fﬁ’i‘?ks.

Contractors shall rec 1)
Any defects reported and then subs;gqgg%gy repaired shall b'éétiack”é
e I, Gy

TN h“‘éﬁ\‘ Fibia

SIPIBES
Thicset management system and & fuli plant

history obtained. e, i
The cost of repairs shall be m\?‘kéﬁd tlué‘?l%‘iﬁﬁe asset managexi’i!‘;‘g%: system.
: ;}“’_&5 . :&\ \h&’

SECTION 6 CONTINUIN{G; \RQ];"QS IONAL DEVELOPMENT:

ini 6.1 g B e P A
Training Recordﬁlé&@a@,» . 2l R
There will be at‘fﬁ?ﬁﬁggnﬁgdjl’ 6.1 fdrn‘%]d';;;x individual teniber of the FES FM team. The record will hold documentary

= dition the individual’s past record of

evidence o&;‘%?%dividua‘ '{i? F.};%g 10 dﬁi‘é"\_,g%:%&e form of copy certificates. In ad
St wiil be documen e& githat compgience may be demonstrated-

employmgs T !
The g%ﬁi&%%s Training Matrix® ;6‘542, CrD R‘TZ%&P 6.3 will be filed within this document.
L5 ., .l‘}; s 3 i

1! {. 0,
Training Maﬂ?%@ug.z. ':vf%‘t
i ﬁ%’ﬁ%}ows fo necgisary training goals to be established.
The individual's coﬁié?‘ ency level wﬂﬂ e evaluated against pre agreed criteria. From this procedure the individual and their
line manager can agreciwizh CPD ghjectives are to be set P63.

ubjects of personal interest into

The individual ma wishc?&fiﬁ 0 “‘d'i"'ate § the training matrix. This is to be encouzaged.
3 :3_':"

CPD Record P 6.3. &

Each individual within the organisation will be responsible to easure that their CPD record is updated regularly and that
their training gosls are met. The CPD record P 6.3 is to be audited by the individual’s line manger at 3 monthly intervals
and their Training Matrix P 6.2 updated. Cognisance is to be taken of the operational needs of the organisation, new
developments in technical and statutory standards, the findings of risk assessments and the requests of the individual on
specialist subjects.
A minimum of 40 hours CPD is required for gach member ¢

10 hours per CPD period.
A definition of CPD includes:
« Aftendanceat training COUTSES cither internal or external.

o Preparation and delivery of training CoUrses.
e Hazard Awareness.
[ ]

{ the team per anaum therefore the minimum CPD target will be

Practical experience of anew (to the individual) system Of produck.

«On the job™ learning.
Stonehouse Hospital QUEST Plan Draft Version 1 - For comment 17/4/03 27
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Familiarisation of plant and gquipment.

{ncreasing awWareness on industry related subjects in any mManner.
Preparation 0F update of procedures and policies.

Etc.

The CPD Record P 6.3 is to be audited by the individual’s line manager and signed off as required.
During the audit, targets for the next CPD period is to be set. ;

The individual's training record p6.land Training Matrix P 6.2 willbeup

Training Attendance P 6.4

Attendance at structured CPD training events must be recorded on the
the P6 Register:

Sructured training includes: Defined presentaﬁon and the mclusmn of te;g{*handou"ts for personall i1

a
Training Evaluation Questionnaire P 6.5. &ﬁﬁ%ﬂ %"
t}'ucnxéﬂ GPD event

Training feed back is to be recorded by eac ch individual having  atten 4 5
The comuments ar¢ to be acted upon by the trainer Or Manager as approp dﬂfe cotitent etc of the colirse altered if

required- i

The completed forms are to be filed within the ] re%g:ter and attached to tﬁé?? Bvant P 6.4 document.
'h‘ 1-‘:-_1 "

R :bg'- e X«ﬂ. yﬂ
Certificate of CPD P 6:6. 5‘%‘\\ W “‘a«m‘?‘
On the completion of structured training, the trainer of m .pager m”u sf’of CPD to the attendees copies of
which are tobe retained in the individual’s Training Recot }P i

Ep‘*‘h
“’3 ng?j’.‘ﬁ{% '%J ‘

Objectives P 6.7. .
Each mdmdual member g qu” ‘team shall be.:get a series of Ob]e‘&lves

The individu dualis tobe consul %é&,gug given 1 ’Pi g\ndance on the cglieéhve the processes required to enable the objective to
be met and how the performance ';IL meag %

Objectives will b%p‘agfagﬂugon cor tgggﬁﬁia HR 5&l"!" il thc individual’s CP12 requuements

A training pro %amﬁfeiwjl ”EE& rrangef!" f.'p th mdmd :l’ ’iﬁ manager and an appropriate men tor appointed to assist in
the performaﬁ"ce of the 0b) \Egﬁv’é;-m Wé

Any objgg e set must be wn'fﬁ’ ”%currenl Q{;‘x}g&tcgcy limits or the expected Jevel of competency once the proposed
trainig g e ey }onng is complete. “4Ek m ok

Once an ma "'du 1 has demonstrate nhancg: evel of competencys the objectives may be reviewed and the individual
re tasked thh ne\g Jectwes "’

Objectives aré :5“&% cumented and‘énﬁned to the QUEST site plen section P 6.7

li‘s Fa 1\’
"’?v‘ rﬂe A
Objective Performance }}‘t‘}g &P 6.8,

To assist in the momtormg ofiin mﬁwndual s performance of objectives, the manager will convene regular meetings at 2

frequency to be determine W Fhis discretion.
The purpose of the meeting is to ascertain performance levels, review statistical information and measure performance

against KPls, gain jnnovation through regular review of all operahonal procedures and discuss any Health, Safety and

Envuonmental issues that may arise.
The minutes &€ to be dacumentcd on the proforma minutes and documented within the site QUEST Plan section P 6.8.

All actions are t© e delegated and closed out within given timescales.
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) UEST STONEHOUSE BOSPITAL SITE PLAN
PART 7 PROCEDURES
SECTION 7 MANAGEMENT OF EMPLOYEES ON SITE:
’ The management of employees on site arrangements rmirror the procedures detailed within Section P 5 management of
works on site with the following differences:
L Employee’s Code of Practice P 8.1.
All works on site must comply fully with the FES FM Code of Practice for Employees (CoR).¥ P 8.1.
A copy of this document will be issued to the empioyee at induction. g "“:.4&
l Compliance with the CoP P 8.1is mandatory at all times. :
Audit of compliance will be undertaken using Contractor Monitoring procedure P jw
} Works Authorisation P 5.2, "x‘"’ -3 ‘ W,
The employee must inform the management team of their intentions for sk sﬁ & ccess outwith nﬁrmhl working hours.
ork must ensure thata Works Authorisation P5 ?q Bﬁ“en siibmitted for {fx'em 1 ks and that a copy is

The manager of the wor
reglstered within the Works Authorisation file.
1 e stk, CQSHH assessments k- et’ "'qd statements etc)

; Where it is necessary, 8 full set of applicable safety documentaua it
% e managgment team to ensure %ﬁ’aﬁms suitable and

must be prowded by the manager and reviewed by an other mgin egg

sufficient. This information must be checked before commencement i rks 'ﬁ}; 15, . 4,!‘

l On arrival at site, the employee must check in at the Security post and ccmﬁ?ﬂ\'{a 1he FES FM logbook. On departure the
ut at the security post. *ﬁﬁ‘

ks ,

operative must sign O
eﬁf T 15

’ Site Induction P 5.3 % ;i:} qﬁ‘% o

All personnel working on site must be inducted as per proce“ ‘i’ M

The objective of the procedure is to advise the individual*im site hazat Bs“f"{-lealm & Safety requirements, actions to be taken
' in an emergency and site specific information including we‘g e fag i1 mes%x;«,@’;.@,ﬁ

The induction must be retained 313& ,%iegq’rsie}g;d within the suenmducuon reglsterand a copy held in the individual’s Training

Record P 6.1, %fgp . k.

e ;

. Contractor Momtonng,,l’:‘s &-gep, ﬂ‘%@ “@

Employees will be monitored tﬁmugp ut them Frworks on site to ensmre zompliance with the FES CoP, their safety

P 5.6 Contractor Monitoring

documentation, adherence to specl feation au “l“fgm%:? r]ﬂas ect§ ‘4 the works as per
HEES gaigh ¥ ctions must be taken immediately.

' If during this progeduresn ;n—co Ormia!

If no resolutior fcﬁn’:bé"‘ &qtherc aré%' ciigus shortcomm § htghhghted work is to be stopped

A mmxmu;‘:ﬁg’lrs% of all wor ““,,&?5,,, 1@.‘93 subject to Contractor Monitoring P 5.6 This figure is represented by
; the ram@ﬁyvom AuthorisationgEid.2 and dbu '?;?Momtormg P 5.6. in any given calendar month.
A copyi oﬁf{&?‘n_tractor Momtonng"ﬁ?F&i’ isto beﬁled vithin the site Contractor Monitoring P 5.6. register.
P 4

“L“"»
addressed in the

', Concession R&{ P 5.8. :ﬁgﬁ
Where a potenhaf"’“éi;acmal fact existsd t.hat would detrimentally affect the service to the client that cannot be
available timescale OF; m‘ancxal comm&ﬁnent Concession Request P 548, istobe followed.
' The FES FM Manager?i’mﬁ_ndemll themamre of the concession required and the jmplications on time,
impact or quﬂhty of the se:‘ﬂ}ggg:?mng provided.
The Concession Request P M,’,&S to be completed by the client once the concession is accepted.
Copies of Cloncession Requesis P 5.8. are to be filed within Section 1~ Correspondence of the job file and within the

’ Concession Reguests P 5.8. site register.

cost, environmental

)

!’ Stonehouse Hospital QUEST Plan Draft Version 1 - For comment 17/4/03
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Job Files P 5.9.

1f the FES FM Manager in control of the works considers that the contract 15 of significant duration of complexity, 2 lob
File P 5.9 isto be managed for the duration of the contract.

The job file will consist of 8 single (or multiple) A4 size binder holding the following sections:

Spine Label.

Record of Audit

Job File Index.

10 Section Dividers (Numbered 1 - 10}

e Sectionl C'orrespondence.

« Section2  Finance.

« Section 3 Health & Safety.

o Section4 (‘ontractor Monitoring-
» Section3 Engineer’s reports.

. Section6  Minutes of Meeting.

s Section7 Spemﬁcataon

« SectionB gchedule “A”.

» Section? Competence.

s Section 10 Calibration.

«“&1_ ’
All entries to the job file will be numbered using pencfl"’ig‘th g.top right hand combqﬁmglstergd within the file index and filed
within the correct section of the Job File. ‘{"‘ % ‘?%L T "’\3‘ “?“
* = % ‘?
Control of Test Instruments P71 e :5‘#@ G- ,’f‘ﬁ

All test equipment for use on the coggpﬁct shall be scheduleéfusmgmmfonng fﬁy Fhe details of the equipment and the

manufacturer’s frequency of cahbﬁlhm‘:‘m be entered int o”i:"he msset managgment system P 5.11 where apphcable

Test equipment pot requmng tmn{:ﬂu@wiﬂl be dectded }/ the contract ‘manager) is to be marked “For indication
@-.

only” g i

' 21 o
Any calibration, repair of dofect i m, ﬁ% respcctwe testt;ﬂsh'ument will be recorded within the plant history.
The calibration certificated will be'fh a ﬁ?ﬁn Qﬂtlta site QUEST Plan.

o %E 5T @ “‘-ﬁ!ﬁmﬂ: faé
The mstrumenimmh_‘w i ed with 2 14l Ag_}descnbmg ate of the next calibration.

Sl 5 *i%ﬁm
. °$‘ 'féc- .\ gé%;ggﬁ

by
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SECTION g HEALTH, SAF ETY & EN

mplo ee’s Code of Practice P 8.1.

Empley ‘
All works on site must

A copy of {his docurnent will be issued to th

comply fully with the FES FM Code of Practic
e employee at induction and documented within

VIRONMENTAL:

ompliante with the CoP P 8.1is mandatory at all imes.

,;;udit of compliance will be un

Health,

The QUEST manager Wi

All aspects ©

The audit will consider all QUE!

Safety and Environmental Audits P 8.2
11 conduct the Health, Safety and Environmental Audit

£ the local QUEST site plan will be audited. ,
office space utilised by FES %ﬁan ity p

ST documentation,

contro! of FES FM LTD.

The audit will be pmgrammed via the ass
The audit report is to be filed within the s
:dentified will be incorpo

Any hazards new

Following the

for ensuring actions are compl
The meeting is t0 be formally minut

8.2

for his attention.

The minutes are 10 be

SafetyWnrdensPs.?a. RS ol
Where FES FM have been given permaned
ensure that obligations Wil S
will be held within section Pﬁ*dﬁ_:'%f;_g;site Q
ChE

Absences of the Saf
The fire actiagg@i

The Safety Warden wil cirmybita daily Chiggis gt the ope
hazards @g’iei and that all acces’s% s

Any ﬁi%pgnt is to be addresseid ediaw%
Manager. % Y

&
In the event cﬁ‘v‘ﬁg@r any other even @ere there is

ation is achieved..
B o
QUEST Manager P g, .

FES FM will appoint a QY _E{};;%”ﬁfager for each site.

The duties of the QUEST MaRzger is to ensure that competent advice can be given oL
review tQ/ENSAIS compliance and update O
roduce and amend the local site QUEST Plan as

predeterminad checklist P 8.2 to cover all areas @

that complete eva!

carry out audit and

compliance with
Any “Minor” ac¢
represantative.‘

Any «Reportable”
and backed up
Detgils of the 76
Details of Repa_)rta

Stonehouse Hospi

Ciupics of the QUEST Audit profo

The QUEST Manager will p
Audit will be caried outfo 2

Accident or Inciden 1
All Accidents OF Incidents arising form

ident no matter how triv

RIDDOR. requiremen
tal QUEST Plan Draft Version 1 - For ¢o

audit, a QUEST Audit meeting will

eted and complete b

B

5

t

card to fire saf%‘

. :S-‘}Eg"m‘ d
ty.Warden mll‘hg;.‘\gg\e

%%S Toutess

7}
15
e 23

el

t Reporting P 8.5.

DOR.

accident or incident is to be reported to
by the submission of form 2508
jevant enforcing authority will

ble accidents OT incide
ts are documented within

et management. W
ite QUEST register secﬁo:ﬁ;&l
rated within the local SL}E.’;QUEST plag;;

rma and the mﬂ{%ﬁ .g‘f the QUEST

and risks conne'ﬁfgd

the activities of FES FM or their Sub-

ial is to be recorded in the site accid

dertaken using Contractor Monitoring procedure P 5.6,

P82,

&
]

W"é:’ﬁm i
e . N

-

b e Edﬁg"%ﬁiﬁ ions B
ECOI'IVBBG Ly ] %_&%C Offﬁ%}' “E}-b%

ed on the approved

S,

z;c 5 N
b x‘f‘”k@ ﬁ“%f%w

YA, &

“E site accommodation we will appoint & suitably
wgth bad house keeping are managed. Training records
i

by

T

o SiigtegiDeputy

Siiianped with thetelient’s policy iiprocedures and will be adopted.
n of business of all office areas 10 ensure that no fire or other

‘cleats
%5,»‘%5;* - .
Py asisiance 18 encoun

f the system.

or 2508A within 10 days.

form part of the local site QUEST plan.
nts are to be sent 10 the company safety manag

procedure P 8.5
miment 17/4/03

Ad
o
Pt
m

a risk of serious gnd immenent dan

the relevant enforcing suthority

& for Employees (CoP) P 8.1.

the QUEST site plan.

onthly basis.

st

BAk

from the audit, persons responsible
L4

y dates. e, A

proforma minute&&id%gd within the site QUEST Plan in section P

ey
mee dn%‘é%i_g to be sent to the Managing Director
e
s
reviewed at the next QUEST auditifl ensure” % ce has begn addressed.
§ a7

trained safety warden 10

tered, the matter is to be reported to the Contract

ger, the Safety Warden is to ensure

the application of QUEST and to

and when required.
f QUEST by the QUEST Manager.

contractors will be recorded of reported in

ent book and reported to the client’s

by the guickest possible means

er at head office.

12



QUEST STONEHOUSE HOSPITAL SITE PLAN

PART 7 PROCEDURLES

Accident or Incident Investigation P 8.6.
Where eny accident or incident oceurs, whether reportable or not, an investigation will be carried out by the company safety
manager in conjunction with the QUEST Manager. Additional members of staff may be involved if it is considered

necessary.
A confidential written report will be produced which will contain concise and factual information of the incident and

corrective actions required to prevent future occuIrences.

Following the investigation, the costs of the accident or incident will be evaluated. 43:",
‘ »‘aﬁia,
First Aid P 8.7. G
FES FM will ensure that adequate provision of first aiders and first aid equipment a_r_ﬁg_}'ggilable for the needs of team
members. ) &;ud;ﬁ” S,
This will be achieved at STONEHOUSE HOSPITAL by: & b
1. Local agreements with the client’s organisation enabling FES FM to uti‘l::_,e tl?‘f_ihr provis 54Th
fully documented within the local QUEST site plan. ﬁ;gggﬁ%%

2. Provision of first-aid kits and suitably trained personnel by FES FM;‘E g
Al first aiders will be suitably trained and will be in possession 0 r,_,gf’” ent qualii:xfations approved by

. . + . » J’é& ﬁ%;%"ﬁa . -.a&'\’\\ . N K’;‘J IR
The number of first aiders required will be determined by risk assesSent, This r?.gi}'gyiggessment istobe (fgg;umented, filed
within the local QUEST site plan along with the names of the first aidérsilocatiop’and contents of first aid kits under the

set

control of FES FM LTD This information will also be displayed on the Qﬁﬁﬁfﬁolice board for the information of all staff.
Lone working and peripatetic workers will be included within the risk asses§1'§ig§xﬁtd_\
The risk assessment will be reviewed annuaily by theth; 7_oiuted Person. S,

1Y

AV

Each first aider will receive documented hazard awaréﬁe%; Taining where appiic%"i ;
On every site there will be an “Appointed Person”, wheie & “’"%?;qx.%f FES FM stafﬁ:éf;;i';ﬁined first aider, they wili
assume this role. The details of the “Appointed parsan"“i?'{fjgl be dt Eﬁ}q}&@d and filed )ﬁmin the local QUEST site plan.
Again this information will be displayed on the site Q%S%noticg@%ﬂfﬁ%%ﬁ%%a ot
The Appointed Person will take charge when someone is injrediinid call afi’*a’x__\xj}‘gﬁfance if required.
Audit and restock the first aid bﬂqg‘g’ﬁﬁiﬁg‘l%{{he details of whigh will be schedfed and filed within section P 8.7 of the site
QUEST Plan and will be mapsged via {h& 56t management sYstem.

Any cases treated will b%_ n}: :‘é'g?d as per P@SJJP 8.6 dependin‘g%qg the severity of the injury.

o ] Yoot
W, gﬁv 3
N, 14
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QUEST STONEHOUSE HOSPITAL SITE PLAN
PART 7 PROCEDURES

First aid should be obtained by contacting security on (01786 404451) or Audrey Gray on (01786) 403495,
rLOCATION OF FIRST AID BOXES

Box Ne Asset Number Location of Box

1

2

3 b

4 ;-if‘:*{r:f:":"lm
5 ol
PROFESSIONAL ASSISTANCE AR g,

DETAILS %1 TELEPHONE No
NEAREST MEDICAL CENTRE Y, O R
Ny,
HOSPITAL ‘
25N )

AMBULANCE/POLICE/FIRE i o oy
IN THE EVENT OF AN ACCIDENT THE APPOINTED PERSON'SHAFE:
1. BE RESPONSIBLE FOR CALLING FOR PROFESSIONAL ASSISTANCE,
Z. TAKE CONTROL OF THE SITUATION. T g

3. RENDER ONLY FIRST AID WHERE THEY $REIGOMPETENT TO DO
4. REPORT THE REQUIREMENT FOR THE RENDERING OF FIRST AIDEREATMENT TO THE
RESPONSIBLE PERSONS DETAILED WITHIN QUESTPROGEDURE P 8.5 4§ SOON AS POSSIBLE
"i% K?ﬁ C%;;gh, , &
Display Screens Equipment P 8.8, ) "%g s E‘r‘ﬁ%‘gﬁﬁ*?
There is an obligation to ensure tbaﬁﬁg{@?gyirements of the Bigplay Screens Regulations are addressed.

Display screen operators mustﬁ.}gf_%’%?rﬁﬁ" { ‘:égd registered anai"f;_]iowed input into task analysis and the lay out of
workstations. i R E=

,-:”}E‘. . b “'1’3‘& R
To ensure compliance mtﬁ%%?}'}ﬁE Regulat ;’J‘ﬂs, the display scr%gﬂqgﬁrator is to be trained in ergonomics, the regulations
and have completed the DSE se"f«f;{:’féﬁszssmeri -«,;}qlserjs are defined wifhin the procedure,

It is the responsibility of the contragt ianag éﬁi@%ﬁ;ﬁum at any ¢omective actions highlighted are addressed. The actions

T3l ‘s; ':%‘5“ .
taken and the daﬁgﬁtjg‘ﬁggpngdial acfiq‘n;{is\go be niotedi niihe correct section of the individual’s DSE self-

) al j ithm assessment.
A copy of the Sﬁ‘é’"ﬁ"é'eg?f@:éﬁﬁﬁ, to be ﬁé}ﬁ{?@tiﬁhiﬂ the local §ite QUEST file.
The assessg;ent istobe repeai%“:@l;gre th?pggarmg been significant changes to the workstation layout or equipment used.
Shouid gipt 1

O

manajfEr fops

blem become evidenti: hthe user Gtfinytifie, they should complete a self-assessment and submit to the contract
ir action, 2k iﬁf’
; &

DSE users hav. ight to eye tests ! g:? of charge.

They should makd :a' ements to :ng’the practitioner of their choice and pay for the test in the first instance. The receipt
should then be passed; (o ccntract‘_,g‘f;lj:anager who will then authorise reimbursement via the company Health & Safety
Manager. e A ‘

i, b . .
Should the uger require coﬁ%‘?ﬁrﬁfénses, the company will reimburse the

basic cost of the glasses in the same manner
described above.

Personal Protective Equipment P 8.9,

accordance with the PPE regulations FES FM will ensure that suitable PPE is issued to staff where it is required.

In
A risk assessment is to be documented where a requirement exists. Training in the uge of PPE will be provided and
documented.

The user must ensure that PPE is thoroughly checked before and after use.

Any faults with PPE must be reported by the User to the contract manager as soon as it is evident.
PPE is to be viewed as a last of defence and is no substitute for a safe system of work
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Risk Assessment and Method Statement P 8.10.

The Management of Heaith and Safety at Work Regulations 1999 (MHSWR) further impose a specific duty upon employers
to carry out a suitable and sufficient assessment of all risks to the health and safety of employees and others, arising at or
from a work activity.

All staff will have received suitable training to allow them to perform simple risk assessments relating to their work
activities.

Once prepared by the operative, a member of the management team must verify the document.

Due to the fact that the vast majority of work performed by the division is repetitive, generig risk assessments will be made
available to operatives for their compliance. el

Once prepared, a copy of the risk assessment must be filed in the site risk assessment filé#along With it’s review record.
Risk assessments require to be reviewed 6 monthly by the QUEST Manager or if sigrificant changes are made to the work
process or materials used. e
Manual handling assessments must also be prepared and documented in the abgye manne ke
Risk assessments and method statements will be documented and fully dismsséﬁ@ﬁor to uﬁﬁ§§§§ing hazardous works.

Risk assessments will be used in the development of the site QUEST pls N il
ST, %5&“@
i+ T
Waste P 8.11. ’Efg:k_

. . . . ;ﬁé{i . o, .
All waste, arising from works on site will be removed by the Em'ﬂg%%e as soon % ossible. Waste clasSifiedias™ Special

Waste” shall be handled, transported and disposed of in accordance” fjgxytpe SpeciilWaste Regulations (£896). A copy of

all Waste Transfer or Consignment Notes and the carrier’s Waste cameg%i}‘bggcms?’ﬁrfﬁ‘be held within the'$ite QUEST
register for a period of at least 3 years. : :ﬁg’
o 17‘?&;':'.

Work Equipment P 8,12,

All Work equipment will be registered within the localQUEST. site plan. gl o
. . . ' S CS e T R Ay . 3 .
The equipment record of inspection and test will also b&fi eg_q\{ :Bhs{g_lan. The requirexni shttor testing will be incorporated
.y s o, i Uy, (2
within the Asset Management System P 5.11 and a hlsto%docmnqugg;}% P
The use of all work equipment including hand tools will befully ﬁglé?«”aséeggg'gﬁngﬁgommented- The environment and any

conditions that exist that may incregse:the risk of using the%ﬁuipﬁqgnl will bergonSidered within the risk assessment for the
e i i ;
eather related,0r the presence of chemicals and the

task, this includes lighting levelsfiids

otherfinfluences such a;
substances being worked etc,4&¢ g 53’%;
Where risk assessment iden ::ég that maintgggnce and operatioipf work equipment carries a significant hazard, the
operation and maintenanée wilkpestrictediiy Designated personiSipe
Designated persons register is to‘i‘ag’sijled jfiinsection P 8.12 of {He site QUEST Plan.
240V equipment wil] not be used oniHOIKS 45 o Bt Phusible and'will be protected by a suitably rated residual current
device to suit the/BARHHHN: R gﬁ
Any equipm ff?equiring" : ! i
guidance,#d QUEST procedifpi?9,7 PAT t5iing. .
All pfant ﬁ)‘i:—-{z _‘:;gﬁon site shall be fully; _’g}feguardg: “tested and operated, at the correct voltage, as per the Provision & Use of
Work EquipmentfRegulations (1 992%%@;3@{&&1‘998)“ Employees will not use specialist items of work equipment unless
they are competent txdo so by virtue‘gﬁiraining and experience.
ﬁ&!{l?i hand tools‘;gﬁiil be visually inspected before and after use by the operative.

S Rt

s
and test will be inspected and tested in accordance with the current HSE

Work Equipment iﬁE}%
Written instructions on 'ééﬁﬁﬁ&&tﬁc work equipment will be made available to employees.
Work equipment will carry n?‘t:%zldﬁgs appropriate for reasons of Health & Safety.

Lifting Equipment & Hois‘#s P8.13

All lifting equipment or hoists will only be operated by persons certified as competent in the use of such equipment by
virtue of training and experience

Any such equipment supplied by the Company will be of good construction, sound material, of adequate strength and
maintained as per the Lifting Operations and Lifting Equipment Regulations (1998). Where necessary a written plan relating
to the lift will be prepared and documented.

Records of the periodic tests and inspections shall be made available on delivery of the equipment.

Risk Assessment will be applied to the use of any lifting equipment.

The equipment will be included within the competent person’s written scheme of examination and be thoroughly examined
before use where the installation is new or the equipment has been repositioned. This requirement and that of maintenance
will be managed through the asset management system and history tracked.

The equipment will be indelibly marked with the Safe Working Load.

Where lifting equipment is used, there must be protection form slips, trips and falls and safe access and egress routes around
the equipment.
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Lifting equipment must be stored correctly at all times.
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PART 7 PROCEDURES

Workdng At Heights P 8.14.
The employee must ensure that any access equipment utilised is of sound construction, adequate strength, suitable for the
use intended and is correctly footed.

In the case of roofwork, no employee shall work or pass within 2 Metres of an unprotected roof edge without the use of an
approved fall arrest system and suitably rigged accompanying safety person in attendance.

All stepladders, fixed ladders and access platforms will be scheduled and inspected by a competent person ata
predetermined frequency. The records of this examination will be held within the asset management system and be included
within the site QUEST plan.

All step ladders will be checked for suitability and condition by the user before and aﬁe;‘ se.

Scaffolding (including tower scaffolding) will be constructed and inspected only, m?éccm e{ent persons in possession of a

1
valid training certificate. \s;"’;'% k- o .
A Q o
Employee Consultation P 8.15. ?g“i: "%}jﬂ
There is a requirement for employee consultation on the following ma@t’,ers relﬂtmg to Health & £

s The introduction of any measure that will affect the health and; afety of the employees represen{‘ ] iy | the safety
representative A A
»  The persons nominated to provide health and safety assistince
regulations 6 and 7 of the 1992 Management Regulations) ,‘“ niE
»  Any health and safety training or information the employer is requneiia’provnde to the employees the safety
representatives i, v"xh it
¢ The health and safety consequences of the plarmmgiaud introduction of newge?hnoiogws into the workplace,
9 Kw r“"' e
To this end FES FM will establish QUEST circles Whe%:%m&ah?d to health Safet?‘? Ervironmental or training issues
may be discussed.
FES FM will provide all relevant mformatwn and traininggs the emp o}‘ees\. /il rrcqmre in order for them to participate

i 51st in eﬁ%rgency procedures (és,%aquxred by

Tk

fully in the consultations. The same es to employee I &gsentataves whomu's*t be given all necessary information to
enable them to perform their ﬁu;nunu ﬁ Bgrﬁmpate in constltations. In addition these employes representatives must also
be provided with mfoxmatmmﬁEsoclated the records to be’ ept where the information relates to the workplace of the

iy
employees they represen&rkﬁ‘ i b
i%%@ b
Safety Inspections P 8.16. i K A
Inspections will bg out toa pr BT me%gcﬁmﬁg@{q&er gll plant areas on site.
The mspectxm;lawiﬂ'bez a%mmed via
and uutstzﬁgdmg job reports

Any hazaids identified will be orated 1 theJocal site QUEST plan.
y‘ ﬁ@’% ﬁr{gg% i’éﬁk &4l QUEST p

&)
i,

', esset manggement system and remedial actions monitored through plant history
" Jﬁd..
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Pressure Systems P 8.17.
The written scheme of examination and competent person’s reports will be held on site.
Details of the above and maintenance activities will be scheduled and managed via the asset management system.
! Reports and remedial works will be apparent within the plant history.
The use of pressure systems and transportable gas containers will be fully risk assessed and documented within the site
QUEST plan.
! FES FM staff will be trained in the use and hazards associated with the use, storage and oper}gﬁon of such systems.
<5 ‘).‘;'“f"h
COSHH Assessment P 8.18. i
The COSHH regulations further impose a specific duty upon employers to carry ou -nf%‘g’:itab]e and sufficient assessment of
all risks to the health and safety of employees and others, arising at or from a wo, _._]‘é%%ﬁ%@&using chemical agents,
All staff will have received suitable training to allow them to perform simple Cé{?gﬂ}l as's’ﬁé;é;iglcnts relating to their work
activities. ' R,
J Once prepared by the operative, 2 member of the management team mug_gﬂk%ﬁfy e
Due to the fact that the vast majority of work performed by the divisi ﬁii's? repéfitive, generic CO
made available to operatives for their compliance. ﬁﬁf”;’ -
) Once prepared, & copy of the COSHH assessment must be filed jiihesite risk asigssment file along wi illyéview record.
COSHH assessments require to be reviewed 6 monthly by the 'QUESF%?:A ger oﬁj&.@igniﬁcant changes é:fé:inade to the
work process or materials used. ‘ ;gi’gs% P &
, COSHH assessments will be documented and fully discussed prior to unii'ét' {¥ing hazardous works.
COSHH assessments will be used in the development of the site QUEST plangifs,
COSHH details will be posted within plant rooms eté§¥here COSHH risks existoi
T, i,
RN

‘ﬂfb«,‘y g
ducument.‘%?%ﬁ'}\h
THassessments will be
G
[+

ALY
SRS
oy

(45121 -
- e i e RN g
) Non-Tonising Radiation P 8.19. TR SRR

O, R i)
Where it is identified, hazards of this nature will be doc '%”Bnteﬂ%'@i*@ﬂm‘q site QUES('-,FJ"gian.
A full risk assessment will be prepared and documented within seg&tgﬁﬁ *?{Zﬁ}ﬁf%i%%gé’;te QUEST Plan.

} Areas adjacent to the device will be c'gig{rglied where necessary, 3" R
FES FM staff and contractors wh@;ﬁa’.ﬁ‘%‘%gg to enter the arg‘g'ﬁill be furnishéd with the risk assessment and made fully
aware of the existing hazards. ‘"n,a i %}
" -, ‘ {ﬁs '»,ég;&
’ Manual Handling Asseémen%!ég,w. %5?;3«3?“
Where it is possible manual han %"g}g eration houid be eliminﬁ;ﬁé‘a or automated

In addition, the manyal handling regiis fﬁ's ﬁﬁ‘ﬂﬁe?qﬁ‘ﬁg‘@&g,a,sgmlﬁc duty upon employers to carry out & suitable and

) sufficient assegs:ﬁbgtjé Salfrisks to th?héé}ﬂg and safetyoBbmployees and others, arising at or from a work activity

requiring magt handlAE A S
1 R

All staff ;g.tili"have received suifaﬁﬁ'é‘zgaining‘@:é;ﬂgw them to perform simple manual handling assessments and operations

} relatipgﬁfé’*,ﬁqir work activities. T@é&!ﬁ\gﬂ includEiltiting techniques.
) SRl 70 e

Once prep g;ﬁ_;{% the operative, a mﬁ?;_x;ger of ﬂlgﬁ{'ﬁi‘énagement team must verify the document, a copy of the manual
handling asseSyaent njust be filed in id site risk assessment file along with it's review record.
Manual handlingssessments requireiidibe reviewed 6 monthly by the QUEST Manager or if significant changes are made
} to the work proceégi{‘@f% ) sy
Manual handling asse‘s'.ﬁﬁjégt_s will bgidocumented and fully discussed prior to undertaking hazardous works.
Ei T, Y
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Asbestos P 8.21.

The client will be required to communicate the existence of asbestos and a copy of the risk assessment relating to the

application to FES FM before works are commenced on site.

The information given must contain:

The location of the asbestos.

The form of the asbestos (i.e. Lagging, Ceiling tiles, Partition board etc),

The condition and type of the asbestos. ’ N

Provided the asbestos is in good condition, it may be left in place but must be manageg;ﬁaifﬁ:cgi'tdhnce with P 8.21.

The inspections of the materials will be managed via the asset management system._,g,f!?;:,

The presence of asbestos will be registered in Scheduie “A” format and on the PQ?’T‘H%QE a.

All reports relating to the asbestos will be held within section P 8.21 of the QL%;T p!an‘%r“';i i ;t:%&mmunicated to the client.
2 S I

If an employee or contractor discovers a suspect material during the cougféﬁ;t};ﬂlg‘nwork acti;xfi?g‘};gﬂ work which might

disturb or damage the material MUST stop and the Company informed#Work Will not recommeﬁ'ﬁﬁ;ﬁ’i}&ii permission is

given by FES FM. o R

7Y
b

7 . ,
M@% %L - ‘
All operational staff who may have occasion to come in contadt wi igshestos mu%ﬁ@g made aware of the'haZard by reading
the relevant report or assessment. A record of this exchange of mfonnéﬁﬁﬁ?;,nqsgﬁié dotumented on the PF8.21 Employees

Information register and filed within section P 8.21 of the QUEST Plan. %‘iﬁqﬂ%{%’

SRS
4 e,
Local Exhaust Ventilation (LEY) P 8.22. %@3&? éﬁﬁiﬂﬁ;}mﬁ
Local exhaust ventilation controls have to be thoroughlyiexainined and tested at I%ﬁgﬁ;?gge in every 14 months (in certain

specified cases the interval between consecutive examﬁfghﬁi%“s?;{%’?ﬁ};g rter period: Sé"ﬁg’:@jlj“é"il of the COSHH Regulations
sets out what these shorter intervals are), Other engineering confrolsin THELbe thorouglgjﬁ? ‘examined and tested at suitable
intervals. kY ,g’ﬁk@% B e
Where respiratory protective equipment is provided, employgrs yist ensuré‘iﬁ(?;g;eﬁmnined at suitable intervals and, where
appropriate, tested. JRERE, g &

‘_@-’ £k :'. 'rﬁ.h h

"s.‘ v X h
Suitable records of examigg "‘Qisﬂand tests, andjof the repairs fotlhd to be necessary, and thereafier carried out, must be kept
available for inspection for af iqggb&ve yeargy st
LEV will be scheduled within sc@q%%; ite QUEST g}lﬁh and managed as per the asset management system

e

i Lo J‘. R l“; .' ;"L"’- 2 ."i'
Health Snwei&!ﬁﬁ’%%% " %ﬁs\ &mﬂ%@?
If, in the ogigjéﬁ of an Et} %%@t Medﬁ?@, : gvisor (EMA), an employee's health has been, is being, or will be injured,
because ggt_ﬁe nature of the %?k{éﬁwﬁnen gg# may, be served on the company requiring them to permit & medical
examkuajhez;ffgf that employee. %Wn&n ROHEES ::]I-’"épcci{y the time, date and place for the examination and, if the
examinationi$ito take place within ggsyorkplacl #the company must make suitable accommodation available for the
conduct of thgfég\ﬁ nination. The ex 'f;l’i%;gtion mitfst begin within seven days of the serving of the written notice.

o
E{j}; medical dﬁbe&lm surveillance identified within either a safety risk assessment P 8.10 or

A

If there is a requirer h‘ 3
COSHH assessment P*

520, then megdical examinations will be carried out by the Employment Medical Advisor Service
(EMAS). 4
The findings of these ex: &f will be confidential, however, if the EMAS is of the opinion that the employee’s Health

has been affected by the wag}'b'fihen they may need to inform the Enforcing Authority and FES FM regarding the risks and
explain the position to the employee.

The outcomie of these medical examinations must be recorded in a Health Register in the form prescribed by the Regulations
(where applicable). Should an Empioyment Medical Advisor certify that an employee is not fit to continue to be employed
in a particular industry, activity or process, that employee must be removed from that employment (for whatever period is
prescribed) and transferred to more amenable work, if such is available.

If further information is required, refer to P 8.23 Health Surveillance Guidance.
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Nuoise P 8.24;

Noise is to be treated as a Health & Safety Hazard and must be risk assessed using P 8.10. The risk assessment must be
reviewed either 6 monthly or in light of changes to the work or environment.

PPE to defend against noise must be detailed within the risk assessment and igsued as per P 8.9

Guidance P 8.24 should be consulted for further details.

Fire P 8.25: o
Fire instructions are posted within all areas of the premises. The Contractor must ensure thitthey are familiar with these
instructions before commencing Works. ﬂgﬁﬁs’” e
On discovering a fire; Immediately operate the fire alarm call point. &ﬁ%%b
On hearing the fire alarm: Leave the building via the prescribed route and go to théfssembly point. Do not enter the
building until told to do so by the fire service personnel. *rg‘igq" &%f;:;f}m
These instructions will be reinforced during site induction. & ‘icg-{.} '%,:{ S

' Ry, Wl
DO NOT USE THE LIFTS, g 3
DO NOT STOP TO COLLECT BELONGINGS, e | Y
DO NOT USE THE TOILETS, A 4, SR
DO NOT RE-ENTER THE BUILDING. ) '%éz%u,h %, G

¥ 2% ;2 " J!‘f: ’ q'a‘g .{?"

All means of fire escape MUST be kept free from obstruction. M%%‘?_gﬁ
Fire fighting cquipment MUST NOT be used to obain water for contract vir’c%g i
Operatives MUST comply with Fire drills whilst oxi*%{i‘ig.-ﬁh_ '?‘%i";%
Hot work permits MUST be used and complied w1thn’f;% “ﬁ%ﬁ:{% ; 35?% &

d during the cQu;sgof their works.
e Precautions (Workplace) Regulations (1997).

P\
o

<

Contractors are responsible to ensure: that they do not Cig _at*e“*‘%f; :'f_': Ve
Contractors MUST comply with the Fire Precautions ac“[i}‘(g} 971) angire,
For further guidance consult QUEST guidance P 8.25 Fir&% ggﬁﬂ%ﬁ%‘}{\gw -
i aE‘ 1‘-"';@' o
""".

h

i g
Young Persons P 8.26: ) ﬁiﬁﬁ G, Q“}L« ’ 3
FES FM shall ensure that h%%dg and nisks: m cting young pé"gsﬁ?ns are fully addressed and risk assessed.
A copy of the risk assessr%ggéwjg be Reptﬁg’@]e at the place ofjgyork and copied to; the young person, their supervisor and
line managet. # *t&f& b o ’?ﬁsfifl
ey i, Bes
'\ &tﬁﬂf v
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Low Voltage Permit Systems P91,

‘The “Electricity at Work” Regulations (1989) are statutory requirements. These regulations place duties on employers 0
ensure that a safe system of work is employed with respect t0 working on electrical equipment. These Regulations are
enabled by the Health & Safety at Work etc Act 1974

All electricat works performed must comply fully with the current edition of the IEE Regulations,

General Health & Safety requirements:
All works must comply with all refevant Health & Safety Requirements and the requiremeﬁ{éﬁg{ local site rules as
.

iy

documented within the FES Code of Practice for Employees. o
e gl 4&;‘,3;‘;\-‘;5:"
Roles and Responsibilities: AP
-f,‘f“j’¥1
Co-ordinating Authorised Persons {CAP): ) F“,':'t:é
a. Co-ordinating the actions of Authorised persons (LV)- ﬁ,;gﬁ*«;% y
b. Focal point for AP’s (LV) on Health & Safety matters. (£ *
o Informing client of any dangerous conditions with rcga.rd‘gﬁ‘ the LV system.
d. Examination of maintenance records to ensure (.‘.Dmplia.[[:(‘f!é,%i&h mainteiance specification.
e Audit Safe system of work to ensure compliance wim'&safe‘i?ﬁ\éﬁ}g&s& (LV);&&,%
. 'ﬁ‘“ ﬁ ,v‘ o

Authiorised Person (AP). ﬁgﬂ&%
a Responsible for Practical implementation of safety rules on the site"’ﬁ@jiﬁ'\g}}ich appointed.
b. On matters related to the safety rules, the %ﬁ@g&ﬂcﬁons are mandatofy,
c. More than one AP may be appointed on & syg’émr_ﬁ,bm&gtpany time only oﬁafﬁ}? may.be on duty.
d Ensure compliance with Safety rules. E x"i%&i‘n‘tﬁ}#% "‘-3’;;?;%59’
e. Issue and cancel all permits as required. B i g:% 2, b
£ Withdraw permits if the Person in Charge fails t&“‘?@ﬂowft%@ga é}&';f}%ylgg_,imﬂf"'
g Liase with client’s represenfative ‘with respect to a‘iz{::inigzﬁg elcctﬁ‘c:afi'é:_ié jation.
h. Inform Co-ordinating {éﬁ}?}ifﬁﬂﬁ@i@gpgﬂoﬂs conditidr\lgfwith regards tgithe LV system.
i Appoint Skilled persons. Loy Y
if Provide adequat ,Eg!i fq? ision of sﬁ!&%ﬁ pErsons engagéd,on electrical works,

s ‘ lﬁ-&?r{@p r‘lﬁf "&}w. 3
Skilled Persons (SP): i’&% ;%;%’;ﬁ&m ;
a. Skilled pergons,must worl?fi'xf_gi_ aie “c@@%ﬂ ety rules.
b. Take allfgaj@}‘gmﬁaﬁsmes to pravent, danger, Sbr injury.
c. MusE { ware St lrmifinof the S be undertaken and any restraints on the sequence or method of working.
d. :‘:Ty to undertake WO ;‘_ testingw, % ipment which is within the scope of their certificate of appointment.

i, £
Person In éii:" e (PinC): 3

IR
a. A ?et‘g’ ;ﬁ}' 'Charge is 8 ski fes 1persun"'v'\3ho has accepted a permit or other paperwork form an Authorised Person -
b. A Pin CHifr éhfonuw the instions of the Authorised Person and wotk in accordance with the Safety Rules.

c. Unless uxfé?ﬁgggaqp‘le, the Persodl in Charge is not to leave the place of work until the work or test is completed. If
the Person in'@,i__a'ir;gg has to;f¢ porarily leave the place of work, the work or test is to be suspended and adequate

safety precautions;ia .gp?ﬁ_tgi'ff)revent danger. The work or test can only be resumed once the Person in Charge has
returned to the plaé‘é@qﬁt}iﬁork.
d The Person in Charg€’s 0 undertake or supervise only the specified work or test.
e, The Person in Charge is responsible for the safety of other skilled persons for the duration of the works.
Accompanying Safety Person (ASP):
a Accompanying Safety Person is & person not directly involved in the work or test but has the required knowledge,
experience and ability to disconnect the equipment being worked on and with, recognise danger and summon help.
b. An accompanying Safety Person is to be in attendance where an Authorised Person considers it is neCessary.
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PART 7 PROCEDURES

Hot Work Permit Systems P 9.2.
The Hot Work permit shall be issued where there is a significant risk of causing fire through the work activity or where a
naked flame, heat or spark is produced i.e.

¢ Welding, Brazing or Soldering.

e  Cutting or Burning.

¢ Grinding. i,

» Bitumen boilers. fﬁ}j&n@m

e
i
P

The work itself will be fully risk assessed and a method statement prepared by the gompany carrying out the works. Where

the documentation is prepared by a contractor FES FM shall ensure that it is sui/ﬁﬁlﬁ; AT icient before a permit is raised.
i Rt
(30 Tl s
A permit may be raised only by persons competent to do so and have attended gire awaregéss@tggmlng course within the
past 3 years. ,géfzgﬁ@xn 5 %g 2,
A list of “Competent” persons shall be filed within section P 9.2 of t}ﬁ%‘i’te QUEST Pian and posted: the QUEST Notice
& '

i,

board.

"ﬁ"%’;‘iﬁw i i
The Competent person shall inspect the work area before issuing thﬁﬁi rinit and engir that. :

i ; . r"é?
There are no combustible or oxidising liquids, vapours or gases Wi s \j éters of the point of waflk.

All combustible or oxidising solid material within 6 Meters has besnmﬁ'e‘?%lé%g‘d or suitably protected from heat or sparks.

A fire extinguisher suitable for the application And.in date for inspection Willzhe available at the point of work.

A person trained in the use of fire extinguishers é&ﬁh}&nd by whilst the op ﬁé’% is in progress.

The persons carrying out the work are aware of ﬂx‘&jﬁﬁ’é”@i;ﬂ?%dgres and are in&f‘l“étgggj%ﬁﬁchn

The persons carrying out the work are aware of the‘%atm { qﬁ ;%%J,%qrest telepho{g‘g;?ﬁnd the emergency number to call.
&

)
AL g

e & & & & @

o A ; “3“"5, i .
The competent person shall arrange for the fire alarms to ﬁ%}@oiﬁgﬁgwimﬁﬁfﬁéﬁg& area before works commence and will
ensure that the fire alarm systemﬂﬁg‘?gg following comp]%q’;’f&ﬁ' of works, L¥

The competent person shall engt l aP&gi;aniqugh check is m‘ﬁg{z for smouldé¥ing fires 2 HOURS after the permit is signed
off. i Rt (5o T
5 i

SRt : B,
& 0‘:"'-‘. Teieh EY -
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Permit to Excavate P 9.3.

There is a significant danger when excavating from buried underground services.

Where there is to be any excavations on site or any ground penetrations of whatever type i.e. road pins, signage poles, a
permit to excavate is required to be raised.

The perrmt can be prepared by any member of the management team prov:ded they are in possess:on of all underground
services drawings. All drawings are to be made available to the person in charge of the excavatwn
Where the drawings are unavailable, the client should be requested to provide the requtred*mfonnahon if the client is

unable to provide the drawings, contact Moleseye on: . ,%;
f"%&‘?"ﬁ?
Telephone 0131 539 7300. 5‘?»*2@3&
Fax 0131 539 7310. ;»‘%5 S
www www.moleseye.net o %ﬂ‘ s
Address Washington Court 1 égf&i% *
Washington Lane ;’é’ﬁ o
Edinburgh g,?,?\?:: .
EH11 2HA gl k)
ﬁ«*&?’ #}& {32

S,
The permit will only identify the KNOWN services in the area. It is IEBA,’I‘ﬁE ‘therefore that the company carrying

out the excavation carry out a services avoidance pmcedum utilising cahbmté“{'i?&abie and services detection equipment and
trained cormpetent operators. \fwvw.
The calibration certificate for the detection eqmpmentihqst be obtained and atfac,heﬂ to the permit.
The avoidance procedure must be fully risk assessed an‘?i %nsk assessment chec’ﬁgg b})g the originator of the permit to
ensure that it is suitable and sufficient. M & ”,“’"‘
The risk assessment must be filed within section P 9.3 of’the QUI%S{Ei iml adjacent to, fthe permlt to excavate.
Where the point of isolation for services are known they must be dﬁaﬂtaﬂed oﬁ%thegrenmt so that, in an emergency, actions can
be taken quickly. FYSERT

q ¥ &4 féﬁ@% t%s, Ehes
Excavations as a confined gpgce W 2
Where soil conditions are su§qeghble, ie. lime content, carbon dioxide gas can be given off on contact with water. In
such areas, if the excavation 1? %e_p enough,; gen coacennauong:may be depleted to a level where respiration is not

possible. ‘ﬁﬁ‘x ﬁg%m?

Where excavagﬂn‘%%«mﬂ?ﬁ&\ummty c’fy_x_gvimes or sewersiém in mciustnal or former industrial areas, toxic or explosive

#
gases may Sg@ into 1 the & cgvatun
{.‘t‘k

‘?.aa
Excavatmns,qver 1.5M deep (mf;‘F g the hm;f;%ﬁﬁe spoil heap) must be treated as confined spaces and a Confined
Spacés Pem'ut iqwork 1mp1emente E}'works in the excavation.
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Confined Spaces Permit System P94,

Working in confined spaces can greatly increase the risks involved in carrying out the activity.

Generally, 2 confined space is defined as:

“Any space of an enclosed nature where there is a risk of death or serious injury from hazardous substances or dangerous

conditions (e.g. lack of oxygen)”

Confined Spaces Register: -
An up to date register of all confined spaces onl site is to be files within section P 9.4 of thq@ﬂgs"r Site Plan.

Definition of Confined Spaces: PN
It is not possible to catalogue an exhaustive list of confined spaces however, ﬂxep&q}lb@}@ﬁg@ge indicative of confined spaces:

ASEy T,
¢  Chambers. '-1!;3; : i,
o Tanks o & g,
e Vats. gk, v @:é{?%
o Silos. S ko
. Pits. Lol S
e ‘Trenches. *,(‘;i‘:}-:{;
hd PipBS. '{1;;?%
&
e Sewers.
e Flues
s Wells.
s Other similar spaces.
Risk Assessment: R . ;
Permits to work must be issued to control work activities ﬁ%:i’f“ﬁ“‘?dﬁgi@jg?:g}@% ) &
It is imperative that all work in confined spaces are folly risk as%ﬁéd and a-neiigd statement constructed to document the
safe system of work. ﬁf)ﬁ&%ﬁk e ;éy
The risk assessment must taker,?tb consideration: B
e The task. ,é‘{&“-”“" k’i‘gz}% Y
. : K "5-,,[3?{’,,:.:; '4”"’:' T q;'
e The working environmentd:agt P vﬁ%@w
. . *’i-"_;?iwh e s
«  Working Materials and toolSigi%, ﬁf%ﬁ};w N 3
¢ Suitability and competence of 1 bge&sﬁ?yﬁ ounhetask. s
T '39 u-zré.. SR "-‘é;,tg,\;:i;u ..*15'; o
. A:rangemp_gﬂtﬁﬁ_gbm fgency resCS, s
Entry In};ﬁ;"&onﬁned Spaces? o BLd

Ly,

2 Sz Lt SR . .
Entryﬁiﬁtgi_’;g;gonﬁned space wx‘ﬁ%’ﬁ; e aﬂa‘%@ﬁfggge it is unavoidable 1.e. a5 far as reasonably practicable the work
cannot be dengifrom outwith the sﬁa%?'.e, inspegtfon by CCTV rather than physical.

Kitis unavoi‘d%;g then entry into thgigonfinet space will only be permitted where a permit is issued.

Competent Persm%é} F.Permit ISSu%.E;'
A permit may be raise %l:l@y persﬁ s competent to do 50 and have attended a confined spaces training course within the
past 3 years. N _

A list of “Competent” pemtﬁgﬁﬁl be filed within section P 9.4 of the site QUEST Plan and posted on the QUEST Notice

board. &

AT

Suitability of Persons to Enter Confined Spaces:

Persons must be competent by means of instruction, training, knowledge & experience to both safely enter the confined
space and to carry out the required task.

They must also be of a suitable physical build to allow safe access, task completion and egress with no risk of being trapped
under reasonably foreseeable circumstances.

They must also not suffer from claustrophobia and be fit to enter the space.

Under certain circumstances, where risks are high, medical certification may be required.

Isolation:
Mechanical and electrical isolation of equipment within the space is essential if it is possible for the equipment to operate.

If gas, fomes of vapour could entet the space during works, physical isolation of pipework etc must be made and a check
made to ensurg that isolation is effective.

Isolation includes cantion signs and steps to ensure that reinstatement cannot occur inadvertently (i.e. lock off).
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Cleaning Before Entry:
This may be necessary to ensare that furnes do not develop from residues.

Size of Access/Egress Routes:
All access/egress ways must be of a suitable size to allow workers and their equipment safe passage and allow emergency
rescue if required.

Provision of Ventilation: ég’”;’l'ﬁ;\,
Ventilation is to be increased as far as possible, open all access hatches etc. Mechanic entilation should be considered to

improve air supply- i’

Mechanical ventilation is essential where portable gas cylinders and diesel ﬁlf:}}e.cf equipm 5are to be used inside the

space.
Due to the levels of carbon monoxide in petrol fumes, this type of eqmprmnminST NEVER#;&%sed in confined spaces.
J’

-;, ;&

Ck
The introduction of oxygen into the space MUST NEVER be used:féf “Sweeten” the air supply as iﬁm}greatly increases the
fire/explosion risk. 45 ‘~ ge?

“}’ ---p
J}- e
q;‘ :‘@‘% g"’_ﬂﬂ‘,
Testing the Adr:

If there is a risk of toxic or flammable fummes or vapours being present m"‘ﬁﬁ g‘ace the mr must be tested by a competent
person using a calibrated gas detector. ~s~!=

Calibration certificates and evidence of the person’s: fratmqg record will be requuq@tfor the P 9.4 file.

This documentation must be attached to the relevant pe;rrg&ﬁmerk and filed thh:ult"l:fe perrmt register.

\-—-.. \..

If there is a risk that conditions may change or as & ﬁzrthe.r. prccau"'tmh;‘?.zoptmuous momtormg of the atmosphere during

works must be implemented. G f‘ %g,a‘f?;.“w«ﬂ

%

'&3.1" i g
b 4.',}’
g&ghhng must be “3? where there is a risk of flammable or potentially explosive

Special Tools & Lighting e;'i’;"?f“;?' A,
Non sparking or mtnnswally sﬁfe tools an
atmospheres. ﬁ.l« e %
In certain confined spaces such! "metal mﬁ" YSELV electrical eq;l;.u ritent must only be used (Less than 25V) to prevent the
risk of electric shock. Where consy 1 “g? St ,li”the competen person, RCDs must also be used.

¥ *}“‘-&ﬁ@ r{

'i"
ks ’;a?h

Breathing Appag@gg;—{?‘p w‘%
i u?j'ﬁ\l; QQ%EQ made fit to breathc

Is essential Wﬁerc the air ace C

Only com gfent pcrsons Wlth%@ ented ew qnce of raining and possession of the appropriate medical certification may
use brg D St

This dacurﬁe:nta‘gon is to be attache@;ﬁez the perrm 0 work and filed within the P 9.4 register.

No one may é;rigl‘er remain in 8 co ﬁp spacé'unless:

« Heiswe ii?I‘gthmg apparatug; ﬁ dangerous fumes are present or in an oxygen depleted atmosphere.

e He has been au ged to enier \;%'a responsible person.

o Where practxcable mﬂi@ﬂaﬂn a Bt or harness with a rope securely attached.

L}

v

ki,

There are people keepmwgl‘w ijpﬁ outside who are capable of effecting a rescue from outside the space and applying
resuscitation.

A person may enter or work in a confined space without breathing apparatus ift

Effective steps have been taken to avoid ingress of dangerous fumes.

Sludge or other deposits liable to give off dangerous fumes have been removed.

The space contains no other materials liable to give off such fumes.

The space has been adequately ventilated and tested for fumes.

There is a supply of air adequate for respiration.

The space has been certified by a responsible person as being safe for entry fora specified period without breathing
apparatus.

e  Rescue and resuscitation measures are in place.

. 8 & 8 9 &
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Emergency Arrangements:
Means of rescue and provision

arrangement is the be detailed wi

that it is suitable & sufficient.

Adequate safe means of comm

of safety hamesses and lines are to be considered before entry can be allowed. This

thin the method statement for the works and checked by the competent person to ensure

unication is to be documented to allow 2 way communication between persons internal to the

space with external and so allow help to be summoned in an Smergency. A
A
Makads,
The rescuers must be available in sufficient numbers, have access t0 safety equipment _piﬁ"ﬁe capable and competent to
carry out the required task. Fih,
. e
Rescuers must be protected against the cause of the emergency. %g?‘ NS
S L,
%

Emergency amangements will

Trained first aiders and first aid equip

Stonehouse Hospital QUEST Plan

P R
. ﬁf@ﬁfm{%ﬁ\ﬁfﬁ% N
%%1,%
"w;)‘.} /el

. . R
ecific risk assessment 0f théiworks.

be based upon the 5p
-
ment must be available if requirgd” i
i
é@g : %,
Ao N
>N, Y
i TEa
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AL SITE PLAN

UEST STONEHOUSE HOSPIT
PART 7 PROCEDURES

QUEST Site Plans P 9.5

The site QUEST Plan will set out articular site and will contain all the relevant
details with regards to!

. Contract Requirements.

Client Organisation.

fhe QUEST procedures to be applied onap

L ]
« FESFM Site Organisation.
o FES FM Delegated Authorities. ™~
« Contract Submissions i.e. TepOTHing, monthly meetings etc. ag,‘ifii"?e?ﬁ?a:%
» QUEST Procedures to be applied on site. ﬁgfg-’ g
«  Client's procedures to be applied by FES M. , ;‘;'@tﬁ

i i,

A QUEST Plan will be produced by the QUEST Manager for each client. “\f%," {‘1’3‘%‘?’1&
5 e
=

by the client and controtled by FES FM. g8, % _
&ﬁ; Jht‘)’"g ' il

This document will be approved
duced within section P 9.5 of QUES;E 3
i

A proforma QUEST Plan is 1epro i }%
g e,
Before works commence ofl site, FES FM must gather the necesgﬁ?mfomationgo allow safety 10 béﬁiﬁ_ 4\gqg§idcredq
The contract manager must convene a meeting with the client gﬁ‘ﬁi’é&j&g_requir s f

duced within QUEST Section P 9.5. j S Y

for this meeting are repro SRR,
production of the QUEST:ite: Jan.

L9

i

The minutes of the meeting can then be used in
S,
The information gathered through the application Oﬁis; ; ST Procedures will "‘“4;_'?‘ 4 within QUEST Plan files on site.
%g% | % #
By %?%%’f"‘

Y
(e A =
ﬁ}giﬁ._ i, ?
o i ;
& ]

-‘:‘\i IS 3 Wik
T, e, &
pEE D
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Management of Water Systems P 9.6.
Water systems have the potential to cause risk to building occupants and users of equipment that utilises water in its
operation.

The risk arises from the potential colonisation of water by micro organisms such as bacteria or viruses.

Persons may then come into contact with the organisms through using the contaminated water.

Contact may arise through breathing in aerosols (water droplets) containing bacterium or through cuts, abrasions or
ingestion of contaminated water. .

There is a duty of care under the HASAWA and regulations made thereunder such as Cogﬁ@}ﬁg{ Substances hazardous to
Health (COSHH) to control such risks. ST

The primary cause for concern in water systems arises from the Legionellosis pn ﬁ%}pw
If it enters a person’s lungs by breathing in aerosols, the pacteria can cause a r&qﬁ;‘ﬁcr of y
e Legionnaires disease, @ QZA

s

Iabacterium in its various forms.
sses such as!

« Pontiac fever, ; "“’%ﬂa- k
¢ Lochgoilhead fever. féﬁﬁ :
This souce of infection is dealt with in detail within the HSC publj",fﬁ jon L8 “The control of legionella:

systems” Approved Code of practice. ;—§I~ S 3 v
Other causes for concern are bacteria such as e-coli which, if mgestgﬁ:@ﬁmeﬁgégd‘pgisauing. '
ke h"'f:’m, A o
At Rigk Systems %%%T%{
A reasonably foreseeable risk exists in the following,gystems that will have fbi%}a’é‘:included within the application of this
procedure; : i, i
e  Water systems incorporating a cooling tower. “’E?fi :.”‘“‘%T‘gm\m

o  Water systems incorporating an evaporative cbndei{sn%r, *@ij,ﬁah
« Hot and cold water systems. % q‘ﬁ},zu :%;P_& &
«  Other plant and equipment containing water at a ternpegature % "icii‘lsﬂjg%}y;t_g‘-ﬁxceed 20°C: and which may release a
cloud of droplets or aerosol ,?,%nmh%t o%gal operation of"ﬁ:;_ggﬁtenance, ‘f‘z’;ﬁé‘

ARG 5 #
New or Altered Systems 248 W@i %‘
Any system that is newlyfstailed or has un cfgone “Significantalteration or repair must be designed and be able to be

maintained, cleaned and opera@ﬁé@i\tlhout rifleto health & safety 'é'%‘,{ﬁqf'as reasonably practicable and in accordance with al
relevant standards and regulations® = N L ?@ﬁ%? Wi
Only approved materials: ich are eagilyidisin Ected andBatHo not support microbiological growth may be used.

in addition tt;’gaﬁ Sidin ‘. } ‘i‘;‘%}.approved means i.e. chemically (chlorinated) or by use of temperature

(Pasteuriseg e "

A bactepioh jcal test must be dd ',},‘f,g::ente(i anthl} gglsgfor TVCs must be recorded ata level below that defined on the
relevatitiGwohart within this pro eidure before {&system is put into service.

A risk assess@%“%t%rptmt then be pref)‘i_ig::dm{ for newiSystems or reviewed if the system was previously assessed.

T
@; p g VR .
The performance BENGW OF s;gmﬁcar;;f% altered systems must be closely monitored to ensure that the correct temperatures
-

are achieved at all timgsand in all pagty'of the system.
F‘;\l’ A, e

Risk Assessment = 1:;3 7 .;,a’

Before any control measures‘ﬁ;ﬁn”be implemented a suitable and sufficient risk assessment is to be undertaken and

documented to include all parts of the water systems on site and checks made to ensure that conditions that will encourage

micro organism growth are avoided or managed correctly:

Water temperatures between 20 - 45°C.

Means of disseminating aergsols or droplets.

People susceptible to contaminated aerosols such as young or old people, patients with suppressed immune systems.

Presence of legionella bacteria.

Sources of nutrients such as scale, sludge, rust, algae or other organic matter.

Maintenance personnel who may encounter the water in the system under “ghnormal” conditions.

The purpose of the risk assessment is to decide:

e The risks to health unless precantions are taken

« The measures necessary to prevent or adequately control the risk from exposure to micro-organisms such as
legionellosis.
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The risk assessment will include an up 1o date as fitted drawing of the water systems.
This drawing is 10 be used to allow the scheduling of all plant such 8s:

« Tanoks,

o Heaters OF calarifiers,

« Pipework,

« Strainers,

e« Pumps,

e Vessels,

« Otherrelevant items of equipment.

All plant is to be scheduled and included within the asset management system 2 @»fecorﬁsﬁ(cpt of all maintenance,
breakdown and remedial works including sampling and disinfection & cleanifg:ias ! b,
The asset management systerm is described within procedure p5.11 and E,w{ e féllowad fullys

—-\ﬂ‘

Instruction sets ar¢ available within Section P 2.7 of the QUEST Plaxf ‘Ikn comphanc

uh &

r,.
The risk assessment is 10 be brought to the attention of employp‘@;-undgts 1ocat!on E‘%“
4

v N

‘Who Carries Out The Risk Assessment? iy
In the case of simple hot and cold water systems a “Competent” member ofd S};FM (See definition of competence within
this procedure} staff may risk assess the system usmg-the proforma risk assessmem.

f‘ﬁE_

m-;»f},"g;,\tr *r’)
1f the system is complex af contains high risk water 5% ‘.., m, slich as Spas or caohng'jc_o

popu‘latxons within the building oF jmmediate smemdln&me "5.% “,{&q

P éh :3-# N,

The contract menager feels that it 15 mappmpnate fora member ?ffE.S Nt _m‘”carry out the risk agsessment then 2

oIS reSr pamculaﬂy susceptible

a‘-

e S
suitable third party may be a\ppmr;‘ém‘h { % ﬁ? tc%;)?r‘*r
.... \‘5,, 5~

The third party supphar OF § B;contractor frish have their comp%tence assessed by application of QUEST P1 supplier

gvaluation f.,} \ slég “‘-%»1 o

e

The client may have carried out ":\ %ggthemselves <% hich case & cOPY will be required for FESFMto
3 ;,.fr .a = i pt
implement the t% cheg: and aﬂ ‘%@ afe syst ?’:T Sbe employed by our operatives.
15 the casey mﬁ’e ’ - & third {; &WME&? chen’é“ & %ﬁmed out the risk assessment, the proforma risk assessment within this
procedﬁg\:%guld be used as a iet hgence L to.ensure that all aspects of the system have been considered.

)
Hierarchy of%qtml #,‘g
As with any risl sment & yiof contml istobe applied in the following order.
1. Remove the pot E@“ﬂ 1.source of infgEtion:

5l

7. Substitute the sourc sith one jesgl hamdous.

RIS Ty
3 .Control of manage th %Ig,}% #@,
4. Mamtam and examine 2 ‘u’iﬁment and test control measures

et

5 Provision of mformntmn mstruct:on & training.

Risk Asgsessment Review
The risk assessment is 10 be reviewed regularly and the review scheduled as @ conirol measue and managed & recorded via

the asset management systemn either:

. 48 monthly

. 1f the water system or its use changes

o Ifthe bmidmg changes

o New information ont control measures hecome available

e Ifany results taken would indicate that the risk assessment oF control measures are insufficient
. Acaseof Jegionnaires disease is associated with the systex-
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Written Scheme
The written scheme must specify the control measures and must include:

1. Risk assessment for the system including up to date plan of the system or schematic drawing.

2 Description of correct and safe operation of the system, this information will normally be found in O&M Manuals.

Including:
»  Temperature control A
e Commissioning & re-commissioning procedures ‘;.;57;%“
e Shutdown procedufes y i N
o Checks of warning devices such as alarmis ﬁ;&’ﬁ,ﬁ,
3 The Schedule “A” for the system and components since this will detail: “fég "‘c;&%%&m
« Precautions to be taken in the form of specification relating to ins&ug@@g_séﬁ: {"5{5{}%&
«  Frequency of the precautions ﬁ.g‘-“;»‘f"”“'f@"’&t; ' S,
»  Asset numbers for audit trail. sﬁ\‘i’\?"‘“’
« Asset Details for ease of identification. dﬂéﬁ{.‘%} %,
v Information to base maintenance contracts o and avoid dﬁb’iéf%&%ﬂetaﬁs" ;:;é@,
Aty Prri &

. ; o I O LR *
4. Actions to be taken if control limits are exceeded or an outbreak of dlsaeggjgg&ibutable to the water system {See process
TRy

control flow chart within this procedure). Geeleb

Record Keeping gﬁ;ﬁ’%ﬁ’%&w E:g".%‘ .

Records are to be kept of all tasks related to the c:0ntro"ll‘i):i"’rgii’“-’a’fvi‘.?;:f;’\?%/i tems within the iﬁﬁ@hﬁtoq section of the Asset
management system. S M@Kﬁi we

All efforts are to be exerted when first taking on the maintgpance oA, ““Sj&e‘-- 0 er}gﬁ?e that all records are complete and
available to FES FM Ltd. O

If any doubts are in existence ovgr,g;"’ifé;ré%sﬁg : _ .

measures, the client must be ipwofmed é%‘ﬁiﬁﬁ_gremedial action§’1ﬁ;kay be addreseed as soon as possible.
= ' ST Wi,

0 i

8 :
Appointments and Camﬁﬁ%ﬁ s gus 2% o

The following appointments méﬂ{%‘;g%rlad%vgg@g and dacums:’_i’;iied within the QUEST Plan on the relevant proforma
included within this procedure. Al{‘p%@@ﬂbﬁﬁﬂﬁlé%@,@gxyme proforma to indicate their acceptance of the role:

5 S
ition of the syste‘zh%i: the adequa ;ﬁf risk assessment, written scheme or control

Lﬂf"“ﬂ%%jﬂ;ﬁ?;";‘ﬂ: 23 ,;%"'
The Duty Huﬁé?mhm@{?}"ﬁl% "'4%#:% w

This is ti}p;."‘é'fson who is! ’%}% SO %ﬁ“ .
. I};@’ _'“%Syer where the ris”ﬁi_i;a}r?toﬁm their ufgtiqgtﬁﬁng to their employees or others
or 'k{é'tif} e, e
A . FEh . . . P . o3 gs
s Incontr gﬂ;ﬁhe premises of syst%%s in corfacction with work where the risk is present from the systemsin the building
DGR =5

W, .
A Rk . o . \
%@}jg@!ients Managing Director or someons with similar authority and with whom the “Duty of Care”

Normally this will b i
under the Health & safgt?e;%iwtnk AGH(1974) les.
g, &t

&,

A5 i
The Duty Holder should appg ;ﬁ%erson for the day {o day responsibility for controlling any risk from water systems this is
the “Responsible Person” #@

The Responsible Person

This person must be:

e A manager, Director or similar status and have sufficient authority.

« Competent by means of Information, Instruction and Training.

« In possession of sufficient knowledge of the system

+ Able to ensure that all control measures are carried out effectively.

« In possession of knowledge regarding the overall safety management, policy and structure of the organisation.

This will normally be the client's Facilities Manager
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“Competent person” 1.e. ON¢ who has &

Persons that will Carry out the Control Measures

The risk assessment and setting out of control measu

clear understanding of:
Their duties
Information, i

res must be carried out by 8

pstruction & training

Experience of managing watet systems

*

.

.

. Potential sources of risk
-

»

L]

Control measures
Hierarchy of control Aigg“
Limits of their competence and the escalation pmcedu:e*, ‘,.@:"F‘%%‘E’
G e
1(%‘&‘( %“"’ﬁ‘?’:
FES FM personnel i ey,
The competency of all persons who are invoived in the management of w%ﬁ?g.sygt’é‘grts is critié'ﬁ "gpgl_ evidence of
v " . 4 v el e MR AN
competency must be documented +within Section P 6 Continuing prpfg‘sﬁwné‘f Pevelopment wxmﬁ@%gUEST Plan.
Competency is pased on information instruction and training and 1,%?_;111 es familiarisation with the mstilied system and the
ability to reco ise the limits of ones own competency- 4t ¢
. %lﬂ% BatoN L
*Escalation Procedure i J@fégﬁ?’”% ‘ ﬁ
. . G AL *, . n

1f any employee of FESFM is unsure of any aspect relating to competemy%_@rry out their duty of any problem of issue

encountered, they 8ré to inform their 1ine manager and discuss fheir CONCEFTISEIE,

1 following this discussion, the jssue is not resolvel @:oht!t‘lgz satisfaction of the”ﬁ@\};“@ual, then the next in command within

the site structure is to be approached and so on until é‘: ;Efﬂgéem is resolved. *i;zegv ' i

G, AT, %;«?Wf?»%{
Sub-Contractors & Suppiiers ‘?‘;:, R G
on water manageitgnt taskﬁ;;gé&ﬁﬁmay aluated on their Envimnmental and Health
s : Ml

All sub contractors of suppliers utilised
QUEST procedure P1 Sﬁf‘gpligg{#valu?ﬁm._ﬂ 58
dfacfor and the individual members of thei

& Safety performance by applying Q-2
"Zﬁfg‘ﬁm\both the subcontragior an Y 1 staff are to be filed
wetween the Water Management

All competency information gathgrBGEBEh. L'&\
‘within section 9 of the job filo55% he WOy &, :
Although not statutorys su%—é‘ﬁ’ﬁ ractors shoi}ii;ggonform to the %ﬁge of conduct developed
cociety and the British AS Ki%tn for Cheifitel gpecialities (\KF%S!QACS).

e, & N

2 )

U, S
works On Site éﬁyﬁﬁﬁ%&@% it
Works associat%%zzgéﬁ@gmgsmem ofivater Systems’ ‘g;%&gﬁéﬂied out on site tend t0 have chemicals involved and may
involve entrxfiilfﬁ“ﬁoﬁﬁﬁ'ﬁf “SPRceS- ‘*%E’egg;gh ’
Itis impegglﬁe therefore tha RN anageme"i}}‘;{"_qi;}“forks and the relevent sections of the site QUEST Plan is followed fully
atall tiﬁ%&;@‘ﬁ%& et ‘m%ﬁj diér
& T * et i
b @ 5
Ig o 7 3 ,t vE
i
‘-\%} {
T i
iﬁﬁ‘ ot
X 0 i ‘?
2
omment 17/4/03
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" QUEST STONEHOUSE HOSPITAL SITE PLAN

PART 7 PROCEDURES

P 9.7 Portable appliance testing.

There are many types of electrical equipment of various categories used within the business.
Employers and emplayees have legal duties to ensure that the safety of such equipment is properly managed.

This policy applies to ihe electrical testing of work equipment of the classes described below and should be read in
conjunction with Procedure P 8.12 Work Equipment.

P 8.12 describes the safe system of work for the use of work equipment of all categories andine
maintenance. o

s

e
L,
TR

Lt

Sl
TYPES OF EQUIPMENT N
Portable Appliances: An appliance that is intended to be moved while in opegation or aﬁ%’f{glé&nce which can easily be
moved from one place to another while connected to the supply ¢ toasterg;l,zgan,l' acuLIn clé&a"fn%g%,k
Moveable Equipment: Bither 18 kg or less in mass and not fixed i@éﬁf@cu‘ic fife or equipment v@ﬁi_ﬁﬁﬁbeels, castors or
other means to facilitate movement by the operator to perform 'tfis‘.qf@fded use. Yy, ﬁ%@&mﬁ‘
SRS
dryer, dill

i : . vy
Hand Held Appliances: Portable equipment intended to be he{i u??ﬁg%;n"g.nd dung“gmgymal use e.g. hair
Stationary Equipment or Appliances: Mass exceeding 18 kg and is nﬁoct%’ ayide
W

Wz E‘t’ . . N
ﬁ@bﬁge& with a carrying handle .5 refrigerator.
"-'f@‘.r

W, i,
Fixed Equipment or Appliances: Equipment whicﬁ%éﬁ?é}mgggcd to a support or off %&gise secured in a specific location &.8.

electric heater. A s @
TR

Appliances or equipment for building in: Equipment vihjch is st }ﬁa‘d‘.ﬁl’t_l,a recess gr?mmﬂar where the surrounding

v . . : U e i
structure ads to the ptotecton against electnc shocks. E,gfﬁ}gﬁt %@%ﬁéﬁéﬁf g en
i i ~
(L

’E’t?ﬁ?g&ﬁ\

L R s e .
Information Technology or ?ﬁl_,lﬁnésm’ﬁ;\%ngment: This mc‘f@es computersginains powered telecommunication equipment

A
-

iy
f‘\ua T-"E Us.
1«{%

and other business equipmentes.g. Printe

Al

i

CATEGORIES OF EQUIPMENE: it %&f

Class 1: Equipment where proteéﬁﬁgﬁngain’éf%él@gi?g‘ghock does }i“ﬂpf rely on insulation alone but includes means for the

. . T A e RN R a5 ae . s

connection of a Proechve ggnducto 0] ?@%aﬁm_ RigEt %@ppllance to the fixed electrical winng gystem.
@ﬂ*@ﬁ{yﬁ% 5, S

Class 2: qu;ﬁé‘ment wheré protegtion againgte

There isnd3earth connection ifﬁ]i’;q afety oF

systerEtiasa2 equipment is fixediydith the
: :

Class 3: Equ erent where protectié f"% inst eliotrical shock relies on the supply froma geparate extra low voltage
2}

a o

lectric shock relies on basic and supplementary insulation.

*Sxm'”’."%%ol of identification.

such as an isolaﬁhgﬁjgggsfonner,

CONsmERAnON'g. Ly &

S

3, T
Environment: Equipme: {‘gfg._’gg&g{%fﬁce accommodation and which is normally left undisturbed will suffer less damage
ALy

than equipment exposed to mgg,e*a}duous environments such a5 3 building site.
Electrical equipment must hgiiiorrectiy selected for the environment in which it shall be used so as to prevent danger.

& equipment does not rely on the earthing of the fixed electrical wiring

Users: If users of equipment report damage as soon as it is noticed, hazards will be avoided, If equipment damage is likely

not to be reported then the frequency of testing is to be increased.
If there are any specific nazards associated with the operation of electrical equipment, they must be subject to risk
assessment and operators competent to safely use the equipment in guestion-

Construction: Class 1 equipment relies on earthing for glectrical safety. Damaged cords/flexes or faults in the fixed wiring

system can render the equipment hazardous.
FES FM have a regime in place that ensures the integrity of fixed wiring systems so as {0 prevent danger-

Stonehouse Hospital QUEST Plan Draft Version 1 - For comment 17/4/03



QUEST STONEHOUSE HOSPITAL SITE PLAN

PART 7 PROCEDURES

LEGAL DUTIES
Employers
Under section 2 of the Health & Safety at Work Act 1974) there is a duty placed on employers to “gnsure as far as is
reasonably practicable, the health, safety and welfare at work for all his employees”.
There are also legal duties for employers to: ‘
Provide and maintain safe plant and equipment and a safe system of work. )
Provide adequate instruction, training, supervision and information. @ﬁ'ﬁu
5] g, -~\'Q'
Employees -‘fs}-;?
Under section 7 of the Health & Safety at Work Act (1974) there are duties placadg'upoq‘e ployees to:
Take reasonable care for the health and safety of himself and of other persons {{}éﬂ may bq,% ecteci by his acts or omissions
at work.
To co-operate with the employer as far as necessary to enable that duty 9 orre;erement to be per{%%ned or complied with.

it‘!‘ls
1t is a criminal offence not to comply with the Health & Safety at Wr'k Act (192{:4) %' sl

SREE m
REGULATIONS g Ty N
The Health & Safety at Work Act (1974) is ap act of parliament and is concemc@ ith setting out general dutlcs Specific
duties are further imposed under various regulahous made under the act o“ﬁﬁsauf:llament

The Electricity at Work Regulations (1989) coutarxias:is erigﬁc guidance on the*desrgn, manufacture, installation, use and
maintenance of electrical equipment which extends P & ‘g:klya plxances and eqt‘ﬁglﬁant atuse in the workplace.
These regulations impose mandatory duties on the emp"‘io?[ex’ qyees and self—empﬁayéﬁ persons, who operate on or near

electrical equipment to ensure that: %%’n
All systems are constructed and maintained so as 1o praven dange £ é% ,M.

The Management of Health &sSaT‘;gm’éWork Regulanon&s» 999) require. ﬂlat employers make 2 suitable and sufficient
assessment of: f’?’ 5\ \;E

The risks to health and safééi.'éﬁfhis emplo)reagto which they arccexposed whilst they are at work.

The risks to the health and sa @fyersons ndt in his employmcgﬁhﬁsmg out of or in connection with the conduct by him

of his undertaking. .r%& % *%:g -

The i’rows:onfantﬁ\‘}z's ol ‘n rk Equiambnt Regulations’ ’%’%%98) require that empioyers

Ensure wotlks qupment s cog@s; fugted or‘adzjted as to be suitable for the purpose it is used or provxdect
Ensu:e ‘\‘he work equlpmcu sr mtamed)g%&g efficient state, in efficient order and in good repair.
Ensurr} %%mrk equipment is in d mciudmg'l’;

Initial insp ﬂbh; to avoid incorrect) xﬁgtallanon giving rise to risk.

Routine inspe where detenoratxpmpr excepnonal circumstances may give rise to risk.

Keeping mspecu%ords E’%

153% w'

*1,( 4
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UEST STONEHOUSE HOSPITAL SITE PLAN

PART 7 PROCEDURES

COMPETENCY
User Checks: All users of electrical equipment rmust be trained s0 85 10 allow them to recognise danger and what steps t0

take should such a situation ocour.
The “user” carrying out the check must have the correct tevel of knowledge and training to be able to recognise and report

faults and to prevent danger by removing the equipment from service and contacting the relevant department who can

advise on further requirements.

In office enviropments, Uset checks are limited to Moveable, Portable and Hand Held equipiment only, in this type of

environment there is no need to perform user check on IT or statjonary equipment- ﬁg‘gﬁﬁ‘«"?a&
th..fl,; «,O!. %

User checks are to be carried out in compliance with the Checklist described within hiSpolCY-
User checks do not have o be recorded unless a £ault is found. {&'%5 %
i

4 RN

A3 N .

Formal Visual Inspection: The inspector must be able to understand the openisgc;n of t'nﬂae%“b@ggment and the potential
ro R Wi,

hazards associated with it. i, R,
They should also have a good understanding of electrical knowledge aggib‘é:'a‘ﬁlg {0 recognise tﬁ@:&fgects of electrical,
%:, :@f.;v.i},,:;.

N

mechanical and thermal damage of equipment. AT fin
Formal visual inspections must be recorded and the records kept yu%m the asset,%mnagement systenti

Ty

o vfg;iil 5

. g i TQ?]\% -

Combined Inspection & Testing: The inspector must be able to uﬂéqc—i_?iand the %’érﬁtqion of the equipmjgn and the
potential hazards associated with it A ;‘““‘m{g@ * )

They should also have a good understanding of electrical knowledge and Be rlﬁgnto recognise the effects of electrical,

mechanical and thermal damage of equipment. ’%§ . Ch

The correct use of test equipment and how to intcrpréﬁi&f‘%zgs;_is an absolute requ:‘i:::'j%ggt.

Combined inspection and tests must be recorded and th%—ré@_gi‘gjig cept within the asi‘fﬁi;\-&‘tx{x‘_i?g;l}g\iment system.
L GRS, ey
é:“ %‘é‘%‘? v, 33’}

.

TEST EQUIPMENT <k SEeRE e, ;
The portable appliance test instrument shall e calibrated, E%.eckqggféﬁd éemﬁEQEyme manufacturers or approved agent on
- 5T <3 11_‘ SEF

an annual basis for operation and aGGIBCY, ﬁ,;;},&m :
hrgiout the fult rang“é‘%f tests specified by 2 competent person within the relevant

The test equipment must be su'iﬁblé"“?ﬁ H1rY

Jepartment safely- DY RS b, .
ﬁ%ia' e as per progedure ¥ 7.1 Mnnaé‘"éh%ent ﬁpf Test Instruments.

Test instruments will be g -

R ) e

RN Ny, &

R V. S— |
All work eqmpg}rsgfmm};bgﬁheduled\m form 5S¢ e&ulq%%&xﬁ‘\records kept within section P 8.12 Work equipment of the
site QUEST gg‘ghi“‘m“iﬁ%%{%gh )
Work wil_ypjé‘prOgmmed an féfxfgi;;gg'ded witiijthe asset management system- All maintenance, repairs, remedial works,
formal \Q"éﬁ“a; inspections and cotined inspet gi‘;'{;a‘qﬂ’ test will be recorded and an asset trail formed.
NOTIFICAY T OR DISPOSAL

ATION OF PROCURE
Holders of poﬂﬁﬁ%ﬁpﬁmce«s that argparked with a PAT test label should inform the QUEST administrator on the

procurement Of disposabof such equig”.iﬁént. This information should be recorded to prevent further efforts to effect tests on
b e

5
th t. S ?
€ as5e %p i}: 9 égg}
STAFF PERSONAL“E{?;@{PMENT
All portable gppliances whigp 3re owned by FES FM are subject 10 this policy- Personal appliances ghould not permitted on-
site unless authorised by Serior Management, 11 such instances written approval must be obtained and the item tested. 1tis
the responsibility of the individual to notify FES FMas to the existence and location of any such appliances. Any

appliances found not conforming to these procedures shall be removed for sefety.

External contractors are responsible for the testing of their own equipment.
Records must be kept for all tests undertaken and be made available 10 FES FM for audit and inclusion within the respective

job file.
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QUEST STONEHOUSE HOSPITAL SITE PLAN
PART 7 PROCEDURES

NEW EQUIPMENT
New equipment which is subject to manufacturer documented testing and complies with British Standard/ Cenelec /CE
standards and is equipped with moulded on type power leads/plugs need not have a combined inspection and test prior to
use. The equipment must be subject to a visual inspection prior to first use as per this policy.

The requirement to identify, schedule, label and record the inspection is as for all equipment and the date of next test due
must be clearly marked.

This process does not apply to:

A
Lt

. Equipment which is not new. b,
. Equipment where modifications have been made to power leads ete. A "
. Any equipment not fully complying with the CE marking system. .,'%é%ﬁm
. Equipment being used for a purpose other than it was designed and cgg_giéd. ‘«23 ;(‘z‘ff:
The tests after the initial visual inspection will comply fully with the appropriat,ié%est regimééif\bn all equipment.
Ty Ty
. ‘.{fg ﬁ%&
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HOSPITAL SITE PLAN

T STONEHOUSE

QUES
PART 7 PROCEDURES

pection and testing of electrical equipment.

Initial frequency for ins

Type of Premises Type of
And Environment Equipment Formal Combined Combined
Note 1 Vigual Inspection Inspection
Inspection and Testing and Testing
Note 3

None
None
Weekly
Before use
Before use

Construction type
gquipment

High risk
environment

712 Month )
iz Month y

g

Weekly
‘Weekly
Before use
Before use
Before use
ko

Industdal equipment
Medium risk
environments
inchading cormmercial
kitchens and cleaning

Office
Low risk
environments

Stationary Bquipment

1.
) H,,% LR el Information Technolo
m,%‘?i‘ﬁ;@‘*M i, BRI Moveable Equipment
:ﬁm*}“@’“‘ih:’iﬁ%‘gm %{3&"‘ ~ Portable Equipment
ey giide ELSN Hand held Equipment
i . I e
2. ¥ R User chegkspre not rdgatded unless & fault is found.
£ w5
Rl it i
3, %“? Formal vis% inspection 3y form part of the combined inspection an
R B
4. Siglf class ;%géﬁuipment is not known then test as per Class 1.
B ",3%5.-‘, L
5. ﬁ“k‘i-.fi;‘gj;ﬁ‘f‘ﬁle results of combined inspection and test.
# 40V earthed centre tapped supply only for hand held equipment. 240V p
pe supplied via 8 30mA RCD and the intervals between tests reduced.
* Extra low voltage {less than 50V) need not be tested oT inspected at all.
Sionehouse Hospital QUEST Plan Draft Version 1 - For comment 17/4/03
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QUEST STONEHOUSE HOSPITAL SITE PLAN

PART 7 PROCEDURES

USER CHECKLIST

Is the equipment free from damage or faults as far as the operator is aware?
Does the equipment work properly?

Switch off the equipment and disconnect from the supply.

Is the flex:

In good condition?

Is the flex free from cuts fraying or
Is the flex of the correct length?
Free from any unsatisfactory joints such as taped joints?

Quter sheath correctly gripped at the plug and the appliance ends?

abrasion apart form light scuffing?

Is the phug:

Free from any signs of discolouring or overheating?
Free from cracks or damage?

Pins straight and undamaged?

Is the equipment:
Suitable for the environment in which it is used? %

Suitable for the purpose for which it is used? iy
5’%”:?53’"’“%%{;;.
S,

Being used properly? R )
Cases and covers intact without signs of damage? E é;;é,};m, e
Free from signs of overheating or discoloration? X ‘fﬁ@}%ﬁgﬁ@% "
Test label within next test date. % ,g:g'y A
’2?%!, it ﬂmﬁé’%@%’?ﬁ?
*ﬁ@ 2 % %‘;ﬁ(

Tt & £

3 OB % . . ;
If the answer to any of the g}gg%e quesuons{gjg__}o then remave'té_gp equipment from service and inform your manager.

!c.a.'f: ‘% fﬁ‘;{%k ‘ﬁ%’ ik,
I :fkr

Stonehouse Hospital QUEST Plan Draft Version 1 - For comment 17/4103
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INSTRUCTION SET HARD COoPY

NAME: PAT COMBINED INSPECTION & TEST EST TIME:
DISCIPLINE:LV ELECTRICAL EST LABOUR £y
CATEGORY'.PAT EST STOCK:

tisa requireme ent of the Electricity at Work Act 1989 (Regu\ation 4(2)) that portab\e electrical equipment
should be t tested T reguiarty (P.AT. testing) and records ke ept and uapmen identified and ma
accordingly. gee also ECA document, ref P11 . o

5.047.1. Equ'lpment

examine for:

aoracks,

b)oose terrnma\s.

cyreverse polarity,

d)tightness of cord grip,
)con’ect fuse

f)earthtng and ponding.

g)loose 10PS:

hjany other defect.

B
Note: Details should be entered On the porta\t ppliance test reﬁi‘é%\érpﬁ,
Where plug tops are acces sible by chﬂdr ”ﬁz@” ‘e;w{u of shrouds on theb{plug top pinsis mandatory-
Note and repo ort the useé of a ny extensio on lea Ii i =»wa adap’tors" lL aftsho ould be encouraged o
make monthty checks. ) : _
l?

so047.2.  Cables {% - % a4
Examine flexible cables fopved gg braid and’\‘é{y&t; msu\at\a‘h Check colour coding.

5.047.3. De tach‘h

Check electncal ‘conditi

5.047.4 ol

lnspect ar), £ “"QY( w"‘m

5 04J§éw, lnsulatmg cas‘

tnspect aﬁd% ck for damag® Q*‘

if doubie tnsui'“"iabgi S

is the eqmpm

Suitable for the ygnment qj%gﬁ’h\ch i is used
Suitable for the "“ é@gjor which it is used

Cases and covers intac thout signs of damagde
Free from 31gns of ove rﬁe tmg of discoloration

5.047.6 Accessib\e fuse holders.
lnspect and check rating of fuse

5.047.7. Exposed output conne ections.

Check condmcn, for autputs gré eater than n 50V test short circuit curr rrent. t. Short circuit curm rents should be
less that 3 mA, if greater than 5mA, equipment ghould be {abelied ‘Unsmtable soruse by © children' where
G523 of the o Electricity at Work Regulations 1989 applies-

Stonehouse Hospital QUEST plan Draft Version 1 -For cornment 17/4/03




L .

dance and perform only the tests applicable to the

Foliow manufacturers gui

Combined inspection and test.
Tester must be within calibration dates and the operator must be competent to undertake the test.

RECORD THE RESULTS OF THIS TEST IN THE ASSET MANAGEMENT SYSTEM

Carry out using PAT tester.

equipment in question.

5.047.8.

£ £ 6 N A o

e

T

AT

60
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INSTRUCTION SET HARD COPY

] NAME: PAT FORMAL VISUAL INSPECTION EST TIME:
DISCIPLINE:LV ELECTRICAL EST LABOUR (£):
' CATEGORY:PAT EST STOCK:
) 5.047.1. Plug tops.
Examine for:
. a)eracks, i
] b)ioose terminals, e
c)reverse polarity, Aﬁ%
d)tightness of cord grip, ‘ gﬁ‘?‘g
} e)correct fuse, &
f)earthing and bonding, O,
g)loose tops, ﬁx;;‘a by,
} h)any other defect. A"*%?M ‘
Note: Details should be entered on the portable appligjhﬁzé‘rtgst register. i

Where plug tops are accessible by chitdren, the use of Qﬁiia@gﬁs onﬂlﬁ‘e&‘?plpg top pins is_gﬁ‘éhdatory.
Note and report the use of any extension leads or multl-way*adaptors. Client should be encouraged to
i

make monthly checks. § G,
50472  Cables %?%&%w b

Examine flexible cables for wear, fraying bratd‘?addl‘bggllg%i isulation. Ché

5.047.3. Detachabie mains lead ‘;‘%ﬁ y ﬁ%@%‘%}ﬁ;ﬁ
Check electrical condition and:seesrity of attachmepté> G
o o ¥
5.047.4. On-off swifeh. s k-
AT, i :
inspect and check aehom@iégh o L

selgolour coding.
Eﬁ‘.‘"

5.047.5. Insulating case:
Inspect and chegkibidamage
If double iﬁﬁﬁ%ed}’#“ﬁé’fé& 4]
Is the egilibment: !

b e

Suitabléfer. the environm At]

rk

3 ity s
& LYUTRY Z@E}yhich !f*'!_ ‘k{

Suitable fapthe purpose for \K’f?ipﬂj;l itis uﬁ‘é‘;’d
Being used praperly fﬁ;
Cases and covergintact witho jy@?igns of damage

Free from signs gﬁﬁf\”@meatin%@? discoloration

A

Test label within neﬁ%ﬁ%t%%ggé
g: &
5.047.6. Accessiblé fuse holders.

Inspect and check rating of fuse
Is the aquipment free from damage or faults as far as the operator is aware?

Does the equipment work properly?

RECORD THE RESULTS OF THIS TEST IN THE ASSET MANAGEMENT SYSTEM

Stonehouse Hospital QUEST Plan Draft Version 1 - For comment 17/4/03
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QUEST STONEHOUSE HOSPITAL SITE PLAN

ANNEXE 1 PROCESS CONTROL
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QUEST SUPPLIER EVALUATION REPORT

P1

6. PROCESS CONTROL.

The fellowing flowchart describes the process control for supplier evaluation:

Member of management team
sends evaluation questionnalre to
praspective supplier

Supplier compleles and retums
questionnaire lo Contract Manager or Direclor

Contract Manager or Biractor
raviews completed questonnaire

e
| A

Is Supplier satisfactory for type of work to
be undenaken on site?

< il L

oy -

- iy I

R

a5 appiicable

Retum to supplier of reject questionnaire or
remava supplier from approved suppiiars [ist

Complete section 6 of the questionnalre
and note approval codes on the questionnalre
Pass completed guestionnaire lo Contract Administrator

e
2

. 'N"t

ErTy

v

SLA

Contract Administrator to updats
Approved supplier's database and issus
updated informatlon to management team

(3] o
B, A

Supplier data to be managed In compliance
with ¢ata protection act 1998
Questionnalre 1o be filed In register for duratlon of
Databasa Listing

—
Pt
A

|

et
%{’; Contract Adminisirator to send latter to supplior
N advising of indlusion In database using proforma fetter P 1.3

SELE

I BEistay 2
o oy

Administrator io camy out search of database monthly
Ara any delails out of date? l.e. Insurances CIS Cerls?

o
T

")

i

™t

—

- i

Management leam Review Approval status annually or
# clrcumstancies dictate as perP 1.2

Send out proforma letler to suppliar P 1.4 requasting
updatad information

Have eny Noa-conformances baen lssued?
Check P 5.7 reglster

tpdata syster on receipt of Information
filainfoln P 1.1 fle

H i

i -

Have any problems been documented on

Contractor moniloring P 5 8
H] ~
i iy Gl

Have any problems been documanted within the
progress meating minutes P 5.5

Have they been closed out to the
complete sallsfaction of the originator?

!

----'G—l Has Approval status changed for any other reason? % <

o
-~

A

A
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QUEST TENDER ACTION

P2

6. PROCESS CONTROL.
The following flowchart describes the process control for tender action:

Member of management team to develop
specification of works to be undertaken
And complete P 2.4 Hazard evaluation

Is likely value of works > £5K

-

- . w — - L
! S >— A,
HREE,

Procedure 2.1 RFQ Procedure 2.2 Tender Action
will apply will apply
Prepare RFQ and Prepare fender package an;l;,';;;' b,
have verified and validated have verified and validated | ™
send {6 approved supplier send to approved supplier
T .
' | e
Evaluate tender, ensure [ o ek
QUEST objectives are B kY
met. Complete P2.3 g —_—
13 yes
Tender summary sheet u%‘{'»% e
T a k-5
T N, | B J
Obtain client's approval fee.,. %
ﬁ@ﬁ%ﬁ% ,! to proceed gﬁ@?ﬁﬂ
PN N
e N Issue order to supplier
) i 3‘?! ' T 0
S, e

> Manage works on site as per
' Procedure P5.0 Management of works on sile

e A B e

~-«~-} On satisfactory completion of works
originator to sign off completion certificate
P 2.5 if value > £5K or sign original order
if value < £5K (on final invoice)

i
QS to pay final invoice &
originator to update schedule A
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QUEST REMEDIAL WORKS
P3

6. PROCESS CONTROL.
The following flowchart describes the process control for remedial works:

Requirement for remedial works are
nolified to management team via
asset management system

Has defect been raised through?

helpdesk
Cancel on - :
system € Verify if worlk Is justified
Contact supplier and request
itemised quotation
Check rates and markup are as stated within
contract
Escalate within Is value of work within your delegation?
management ! i, v"ffﬁg*‘k%‘r
team - S
" Copy helpdesk and asset management
system call logs originat to supplier's docket e
copy to QS v

e e Ve
Wi =l &

Mark quotation as approved

P NN

—j’? ~ Pass endorsed quote, concept and
ﬁ.ﬂ;ﬁtb asset management system calllogs 8 P 2.4 t0 QS

RN Py
i Ed
: QS faxes order No and P 2.4 to supplier
Ui : b, é\»‘?g'g l
I Works on site to be managed as per P 5.0
'%ﬂ'u,',f" I

A

i

On satisfactory completion criginator to complete
completion certificate P 2.5

Supplier to complete original calf togs and retum
so that systems may be updated

On acceptance of invoice QS to pay costs
and pass copy of invoice to asset management
system administrator for plant cost history

Y
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QUEST PROCUREMENT OF MATERIALS

P4

6, PROCESS CONTROL.
The following flowchart describes the process control for procurement of materials:

Requirement for materials are
notified to management team

Line manager to verify if work is justified and
that H&S / Environmental considerations are satisfied.

Escalate within R,
management {~<&- 1Is value of materials within your delegation?
Team e N,
L3 Do materials require help desk cali log? >
mem=Spemwa  Pass call log and/or interal order to QS
I
D,
S QS faxes order No and details of order
i to supplier
I o e, . v
! +* Qs to check consignment against delivery note
=== on arrival at site and attach delivery note
e | 10 OFigina) order and that H&S/Environmental
AR . e X
AT Details are supplied with materials
‘gp-ﬁli ;ﬁz‘?} ok zhel} -_..:. -‘é
v ‘%}5}2 _ QS to complete original call logs and retum
N ‘g% so that systems may be updated
: "L};c?‘ $3 Efwl‘;'
E ‘"‘%?,; On acceptance of invoice QS to check against
L _<___"j‘; delivery note and initial original invoice
copy invoice to be attached to original order
Carbon copy of official order
1o be noted with date and invoice No
QS to file completed documentation in either
monthly archive or project materials ordered file

Stonehouse Hospital QUEST Plan Draft Version 1 - For comment 17/4/03
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QUEST MANAGEMENT OF WORKS ON SITE

PS

6. PROCESS CONTROL.
The following flowchart describes the process control for management of works on site:

Managar In charge of the work to ascartaln if business risk exists
if so complete P 5.10 business risk assessmant

and have signed off by ¢llent’s authorised person i)
: i
| 45
Py
Issue CoP on < Supplier is previcusly issued with Contractor's %%‘fﬁ\;
arvel - Code of Practice {CoP} P 5.1 AR,
7 .J; h ,."":“ _‘ﬁv
. ! @ e
- Supplier to inform FES FM of requirament é"% Z“{‘ﬁ%
P for site altendance. FES FM manager fo apply " "%45;_” .
< procedura P 5.2 Works Authorisatlon "3&&,&‘;‘3%
Access lo site = N ﬂ"ﬁ‘;z‘}:._a ..
denled ~"<~1 I ﬁlﬁ!&’-’;ﬁ‘f& ! ‘%&é};jg;}?
| On amival at site operative fo check In at security | A3k é{%’*
1. Security pass Is to be wom at all imes whilston site  J85 %,
operative to proceed to FES FM office key
SR ygs —
— | Sre, o —
On arival al FES FM office, operative to be Inducted  |"&ficth,
as per procedure P 5.3 # not already on fle e é\%i?ﬁp
T s — R i
| Qperative to collect wark Instruclions from FES FM offica ;-mw?#
T A ;.9"
oidEl, | % S
s " Does contractor require i be monliored ud -
. as par P 5.6 -
T e g
# \”“32;;@.% B | T
ko Carry out P 5.6
- i Ara restiits of P 5.6 satisfactory
JEHER - - T T
e ;&?&3 i '%. | &-‘-}é{‘% ] DR }___ !
,}f’ | Gan ramadial aclon be adressed inmediately? ] | Flla P 5.6 In Sito reglter and Job Flle | 14

o
' o A DSy g
aﬁf@&.k § ~ AL - nﬁ*ﬁ&i

1 stop works and contact Suppliars []  Note aclion required on P 5.6

Contract Manager for action Tand file In site reglster and Job Fle.
hEEN B |

Issus Non-Conformance P 5.7 Ensura problem has been rectified

and fie In site reglster and Job Flla. |3
i
Once problem has been rectified Allow works 1o continua -«
works may be restarted €

. -

On completion of works operative 1o
refum worksheats to FES FM office
and ensuze correct sign off

Operative to slgn out at Security
and retum security pass

Stonehouse Hospital QUEST Plan Draft Version 1 - For comment 17/4/03
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QUEST MANAGEMENT OF WORKS ON SITE

WORKS AUTHORISATION P 5.2

6. PROCESS CONTROL.
The following flowchart describes the process control for P 5.2 Works Authorisations:

Is the appropriate Hazard/Risk Assesment/Method Statement
In the ioh file or previousily been raceived ;

< 4 ~ it
! = ol e
Complete Section 2 & P2.4 Hazard Evaluation if Completa sections 1, 2, 3 & 4 and
applicable and Fax to Contractor carrying cut the works. Fax to security

Section 1 to ba comptated by the Contractor and then
ratumed with Hazard/Risk Assessmant/Method Statement
and any other relevant H&S Information If required. :

I A

is Hazard/RIsk Assessment/Method Statement | %«-?&_&

satisfactory and identifies control measures necessaryl  “Samdy S 4
as detalled In P2.4 Hazard Evatuation if applicable 7 “*Qv% g

I
- 2 ! gD,

Sections 3 & 4 to be completed Contractor to be contacted and
and faxed to security Risk assessment / method statemant
to be agreed and modified version ratumed

i EX Lo
vy

Fila complated Works Authorisation : Bt
- Wi J LN
In site Quaest Plan section P fj 5@/@% 5&%‘5}
L SR 3
Managa works on site as per QUEST] ‘a3t Jé:_‘.q
Sectlon 5 Control of works on site ’ggf,g \Tf‘ o
Gk i, 2
N SR ¥
%‘“" A éﬁ;‘*ﬁ w.hf‘vkglgﬁﬁg iF
SHEEPE Sy, D e
(v"g”"’ % ~L«r:£?tz«‘} e .
, :é}.#é;,é 9’.;—-'&%2‘? 1{?‘{,& p
ik BT ST
Jﬁﬁ‘{gﬁ\m.) -aqu‘r‘.i_,.;‘. ‘%eg;f
B, iy &
o ez k4
i o
A i
G, o
N
e, o7
k7
iy
&
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QUEST MANAGEMENT OF WORKS ON SITE

Initial and Progress Meetings P 5.4 ~ P 5.5

6. PROCESS CONTROL,
The following flowchart describes the process control for initial and progress meetings:

Invite Contractoer {o Initial site meeting
attendees should include thelr Contract manager
and the lead enginser who will attend site

FES Persennel should at least Include
Managar of contract and supervisor

Al relevant information on site hazards to be
communicated and relevant H&S Info
raquested for job fites

N
Tl b,
AT ST
-
&

J‘ !
Programme of works to be agreed and Jssued w@f@h\ L
Rt

ASAP thereafler
Mllestones to be set and frequency
of progress meetings depending on
vatue or complexity of the works
| T
‘ e
Minutes to be sent to supplier for his ;3{‘: ‘ é’f“"i
information i; &
q@‘  rieE 5
Once requested information is recelved *3,1%‘5#
management team to check to ensure that d,;s?jf
i itis complete, sultable & suficient 1%
Rl and file within job fle

---)--{ Manage works on site as per P § l
“'.‘TV:’%% Hold Progress meeting as per P 5.5
1 % Is programme belng followed?
"frp;é” Are any tasks outstanding?

Are there any non-conformarnces?

T
T |

Any problems identified during P 5.6
Contractor monitoring?

Discuss fully and document sultable way
forward can agreement be met?

i — . ]

A

Contract manager to take sultable action
under contraciual framework to ensure
a satisfactory conclusion is reached

>

This information will be gathered by
QUEST Manager at audit for
usa in supplier status reporting
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QUEST MANAGEMENT OF WORKS ON SITE
Contractor Monitoring P 5.6

6. PROCESS CONTROL.
The following flowchart describes the process control for Contractor Monitoring:

Decide I sutable o monloroperalive 0 st |

|

Collect the operative’s Risk assessment,
Method Statemant, and any other safely document
from the job file

Taka a copy of tha relevant FES Fi Cods of Praclice
Take a copy of the specification for the works

attend point of work
I the salfety tocumentation baing followed fully?
-.-wﬁaéu
[ Istho Cote ofractn beng oowed ly? [,
| < e o
Has any wasla generalad by the works besn disposed of Slop work. can the remedial Faliow procedurs P 5.7 Non conformances
correclly (See P 8.1 Guidance if required) action e agreed and Implemented Immadialely? Escalale 1o Inciude contractual action If required
and s housekesping In order? ! :
e ot e '»‘h, >

I T [t B

Has tha PPE dafined within the risk assessment b Note delals within P 5.5 aad closs out ©
bean used consistently and effectively? 4 1 File document witkin section P 5.6 of QUEST Plan <
| and within Section 4 of the Job file
Gt = E?

| G, B |

Are ihera barriers In place to exciude 3rd paries =5 R 2
from the work area e, ¥
e BRI
- e 7
|Are pemi o work systems being foliawed fu I}f?-l';%,l i
EESIN s &
5l I ke et
Has safe Isolation procedures been filowed F‘?’J’

Asa the Isolation palnts focked of, and fitled | , g
with caution signs with the pointofwork {1 ° &
proved dead? :‘;"r{"

et
| Kol
Hava all security procedures heen followed fuly| .
are tha oparatives wearing their pass?

!

Has the paperwork been issued and retumed 5,
as discussed during initéal mealing?

Is the speciication for the works being follewed | >
fufly and on programme

!Allewwems io wnﬂnue}
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QUEST MANAGEMENT OF WORKS ON SITE

Control of Non-Conformances & Concession requests P 5.7 — P 5.8

6. PROCESS CONTROL.

The following flowchart describes the process control for Non-Conformances:

Has thers baen an ncident or shortcoming
In the suppler’s performznte ky any feason?
manager of contract lo 1k appropiate action
54w incident "Tial" n B oploion of the
FES FM manages? .
™ < * G ! !{‘2‘5&:3'-.‘.5
Closa ot achon 1o be taken Complele and issua P 5.7 Non-Confonmance
o alicw eoemplarsca with fonlracd g deladthe problem, request camedial acins
womplela ? 56 toacord ncden) e s commanicats timese for compigion
T e
Is therm an impacton e senvice o the et A Send P 5.7 to sappker o acton
1 Financia, peogramme or qually Fia document within P 5.7 while awaiing ssgly
Z i 3. ity
—— n—— -
FES FH Manager bn compledz P 5.8 Mo hther action required Suppler in complele section 2 ang reten
Contession request delaling impact fo i originalr
chents senvice?
i . REhw., S
Cherk o ot secion 2and el . By Are e e by suppler sl
LT L Lo 2w complian wih contec o ore?
— i -
I e B = i —
Fuather acion to ba afen dependant on sespanse Ensura that actions e camied out FES FM Manages to toke conlractuad acbion
vihin timescale under terms & conditons of sonract
or escalale wihin FES FM
oopies of completed P 5.8 loba Beq wilki:
seclion P 5.5 of the Sia Guest Plan and section 1 ol the job o
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QUEST MANAGEMENT OF WORKS ON SITE

Asset Management System P 5.11

P 5,11, PROCESS CONTROL,
The following flowchart describes the process control for Asset Management System:

Agree "Definition of asset” with client
,r!‘if::‘l'y
Details of asset fo be Scheduled using P 2.6
Affx asset number to asset
chedh, C&‘h" ‘si%é‘f‘r b,
Does generic Instruction set exist qr;f*f%““
wilin QUEST Appendx 277 iy
e — g
Can Instruction set be made up fom E Note task numbers on schedule
HVCA Volumes 0-5 wilhin Agpendix 2.77 and frequency
P ; i I
! w I -
Note task numbers on schedule Obtain further information to aflow
and frequency specification to be prepared
8. from QO&M, Briftish standards
‘ speciafist or manufacturers
%ﬂi@u S, Document specification as Volume 0 spec
N %@g@ R send copy to QUEST Manager
fgj’%ﬁ}f‘% o 1\&;{}’35 A note task numbers and frequency
g : f%‘;},eﬁﬁ;gﬁ\ sk on schedule
Wl %ﬁ?{i F71 utilise system to enable tasks lo be programmed
“&%?3% ?sia?; and plant history to be obtained o include
“%Sm%;, g maintenance, repairs and remedials
‘i%&}! ,,-'4”. :
}g;-w Communicate programme lo aperative
or contractor during initiaf site mesting
remind contractor’s monthiy of tasks to be
completed
Discuss adherance to programme at progress meelings

Track the cost of maintenance and remedials
through asset management system

Stonehouse Hospital QUEST Plan Draft Version 1 - For comment 17/4/03
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QUEST CONTINUING PROFESSIONAL DEVELOPMENT

P 6

6. PROCESS CONTROL.
The following flowchart describes the process control for Continuing Professional Development:

Manager and Individual to complete
P 6.1 Tralning record update 1o include system experiencefskills gained.
Any training cerdificates cbtalned should be copled to the g,
training record file B

A 4

i o
Manager and Individual to complete refevant fraining Matrix P 6.2 '
and agres Individual's objectives In line with personal requirements s

I Y
Manager to review maidx and document CPD largetson P 6.3
objectives are to be set for coming CPD perlod or P 87

Manager {o organise lralning courses/mentor for individuals T, «f"’r
and weekly objective meetings so that team performance
can be discussed and processes optimised. Document minutes P 6.8

Is training course "struclyred™

l.e complete with defined presantation and Jor
handouts for personal issue on completion

7 v
R T - ug .
e Individual to update CPD record P 6.3 Manager lo complete P 6.4 Tralning Aftendance
as CPD is undertaken Record and file In P 8 CPD Register

Bar® |
Altendees to complete P 6.5
Tralning Evaluation Questionnaire and retum

to trained/manager
P 6.5 {o be filed along with P 6 4 within P& reglster

i |
CPD Certificate P 6.6 to ba Issued to attendaes

Is feadback favourable?

Ei Hrniinin i < L > |
% Manager/ trainer lo taks cogisence of No further aclion raquired
£ | commenis and take remediat work as necessary

¥ X

]
Ty

Stonehouse Hospital QUEST Plan Draft Version 1 - For comment 17/4/03
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QUEST HEALTH, SAFETY & ENVIRONMENTAL

Control of Test Instruments P 7.1

P 7.1 Control of Test Instruments,

PROCESS CONTROL.
The following flowchart describes the process control for Control of Test Instruments:

Schedule Test Equipment gﬁsﬁfﬁ’:u '
Fils wiin Section 7.1 of V-
Site QUEST plan M‘é‘“&
; S,
15 fest equipment *
fo be calbrated %
: T, R
I —
Enter frequency of calibration Mark equipment as
on schedule and include in asset . *For indication only”
management system i
i B

[

manager fo ensure instrumens i Fix label to test instrumen
are calibraled or maintained repaired | showing date of next calibration
8s required

o
&9 | Opentie totest function of
e e INSIrament before use and gengral
ﬁr.n condifion
: Is it OK

Operative {o use instrument as per
manufachurers instructions only

Continue fo use instrument

Stonehouse Hospital QUEST Plan Draft Version 1 - For comment 17/4/03
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Carry out Site Induction of new Employee

As per procedure P 5.3

Issue Employee's Code of practice to

New employee

Register details of induction and issue

of Employee's Code of Practice

in QUEST site plan

The following flowchart describes the process control for Employee’s code of Practice:

QUEST HEALTH, SAFETY & ENVIRONMENTAL

Employee’s Code of practice P 8.1

P 8.1 Employee’s Code of Practice.

PROCESS CONTROL.

77
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QUEST HEALTH, SAFETY & ENVIRONMENTAL

Health, Safety & Environmental Audits P 8.2

P 8,2 Health, Safety and Environmental Audits.

PROCESS CONTROL.
The following flowchart describes the process control for Health, Safety and Environmental Audits:

QUEST Manager to detail comective actions
and timescales required to enable close out
and compliance with procedures

QUEST Manager and conltract manager to convene meeling
to discuss matters arising from audit
Responsible persons and close out dales to be recorded on proforma minutes

e " R ‘.{?
QUEST Manager fo provide assistance in rectification
of comective actions if required

Copy of minutes to be sent to Managing Director
and filed within section P 8.2 of the site QUEST Plan

v

Stonehouse Hospital QUEST Plan Draft Version 1 - For comment 17/4/03

Contract Manager to programme Site audit within asset management
system for completion af 6 monthly intervals
QUEST Manager to aftend site §’ '
Previous audit to be checked o ensure that corrective actions are closed out CE @;*g,\ﬁ
Any audits underteken by third parties are also to be checked in this manner “f"’m_ ! "‘hzgj&h
and filed within section P 8.2 of the site QUEST Plan “%‘ﬁ%
TS Tl s
A %{%m ,; i ; a_nz%‘y
QUEST Manager to cany out audit for all areas of site ,;;af? T #
and document on proforma P 8.2. @fﬁ
T GEth,
o i,
o .y os . %i‘-‘"" byl
File document within section of P 8.2 of T
site QUEST Plan and copy to managing director &
L idrw LT ‘l:;?m.e»’i .rj‘*“
PRE L T %% ;‘g;}-r %ﬁ%} L
fy’J
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_QUEST HEALTH, SAFETY & ENVIRONMENTAL

Safety Wardens P 8.3

P 8.3 Safety Warden,

PROCESS CONTROL.
The following flowchart describes the process control for the appointment of Safety Wardens:

Contract manager to appoint )
suitably trained safety warden and deputy for site Mef‘:f}‘

Has safety warden designate been trained in:
, Hazard awareness, general health & safety, |
Provde Fire awareness and resuscitation ~ [Fw,
suitable training %

and document in '?é.;,e«;»L :
P& CPD - Appoint safety warden in writing i 4

7 .

+h <2

é:;, ‘%v ""‘1“‘4){;% '?‘ﬁ'?’ o
a‘ﬁf’ V’

LN e
—

Safaty warden to accept appointment in writing
TR T T
@‘“‘*‘”‘%ﬁ, Ag‘;}ﬁ” il

Complete P 8.3 reg:ster and file in
Site QUEST Plan

lwr x5 w
(55 i

&

i, Appointment to be fled within Site QUEST Plan
Section P8.3 Safety Warden

Stonehouse Hospital QUEST Plan Draft Version 1 - For comment 17/4/03
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QUEST HEALTH, SAFETY & ENVIRONMENTAL

QUEST Manager P 8.4

P 8.4 QUEST Manager.

PROCESS CONTROL.
The following flowchart describes the process control for the appointment of a QUEST Manager:

Contract manager to appoint
suitably trained QUEST Manager for site

Appoint QUEST Manager in writing

QUEST manager to accept appointment in writing

e
T
G,
UV" o
&,

S,
] i
%?ﬁ:@ K
Ap2h I.'::"J
i )

S
-

Complete P 8.4 register and file in g
Site QUEST Plan s

v EaderracTay

U fé\ﬂ%ﬁ é?«;:%ag Sonn ;%%'%#
Appointment to be filed within Site QUEST Plan
Section P 8.4 QUEST Manager

AU Eppess g
e, - W ¢
o A

"’55.?,&3_19@
.

foyk

QUEST Manager's Record of training
P 6.1 to be filed within
Site QUEST Plan Section
P 8.3 QUEST Manager

Stonehouse Hospital QUEST Plan Draft Version 1 - For comment 17/4/03
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QUEST HEALTH, SAFETY & ENVIRONMENTAL

Accident or Incident Reporting P 8.5

P 8.5 Accident or Incident Reporiing,

PROCESS CONTROL.
The following flowchart describes the process control for accident or incident reporting:

Contract Manager to appalnt respensible
person for site and register within
Site QUESTPlan P 8.5

Vietim of accid

ent to report to
responsible person

Responsible Person to complete sections
1-4 of Bl 510 accident book

Is accident or incldent reportable
under RIDBOR E;ﬁ»&

(Guldance detalled witin this section) | eaits,
2 T T,
{ o ol 2 AR
Mo further action required 5 Contact HSE Call centre
g on 0845 300 99 23
Give detalls of oocurance
over {he phone
D T
; ?‘m 11%,;
investigate Incidant
and completa P 8.6
accident investigation report form
5 243
L i"“b—. £t
"éf"?? B, mi’i communicate findings on form P 8.6
=¥ ,é”:’\, ,‘?7% to client and head offica H&S Manager
g
v

File F2508 and P 8.6
within section 8.5 of the site
QUEST Plan
along with all correspondance

implement Recommended Corrective
Actions

Stonehouse Hospital QUEST Plan Draft Version I - For comment 11/4/03
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QUEST HEALTH, SAFETY & ENVIRONMENTAL

Accident or Incident Investigation P 8.6

= - @ W W w 7

< —r

-y

P 8.6 Accident or Incident Investigation.

PROCESS CONTROL.
The following flowchart describes the process control for accident or incident investigation:

Contract Manager to appelnt responsible
person for site and register within
Sita QUEST Plan P 8.5

Victim of accldent to report to
responsibis persen

Responsibls Person to complate seclions
1-4 of B8 510 accidant book

|

15 accidant or Inclden! reportabls

under RIDBOR
{Guidance delalled within this saction)
pe T .75
i e el ERRR i
Noneed to report lo enforcing Authority Implement P 8.5 & compieta Seclion
5 of Accident book
e o &
KA a‘?.ffw %{3‘-3 3 ;}‘%@’{@W
— - = NS
o {5{% {ntenviaw victim, person who caused ﬁéf
’?"“ "‘ the Incidant and any wilnesses A
. e 53
AR, e | %

K \\%H Retord their statements

e and complete P 8.6

3l accident Invesligation report form
ik, T [
"‘;"%—é"f‘:“; }",. @mﬁ\:ﬁfﬁ
I ' Raview all safety documentation
Risk assassmants, Method stzlements
Parmits o work ate.
and P §.1 tralning records

m—m o

Za] Avathey ai sutablo and suffcent |

t .m‘«éx 4
o, <

|

i it

Qe
i

Record corective actions to be addressed

Communicate findings on form P 86
to ¢llent and head offica H&S Manager

Evafuate the inanclal impact to the company

Fila P 8.6
within seclion 8.5 of the sila
QUEST Plan
alorg with al corespordance
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QUEST HEALTH, SAFETY & ENVIRONMENTAL

First Aid P 8.7

P 8.7 First Aid,

PROCESS CONTROL.
The following flowchart describes the process control for First aid provision:

%,

&

i

Stonehouse Hospital QUEST Plan Draft Version | - For comment 17/4/03
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3

¥ @& 8 3

Ml

ﬁ‘u

Ll oI

SR Nl

8 9 %

Does client agre to allow
FES FM personnel access
{o their first aid provisions

iL "

A

]

d ]

ave aware of the amangements

Contract Manager to detal amangements Contract Manager to appaint FES FM appointed
in witing and ensure that site staff person for sile

to the aféention

Details of above to be documented Delafls of above fo be documented within [,
within section P 8.7 of the section P 8.7 of the site QUEST Plan,
site QUEST Plan on the safety nefice board and brought

of site staff

T
! ‘?‘ﬁvﬁ &1*‘3-,”

within section P

Appointed person fo document and review
anaually first aid risk assessment

QUEST Plan

8.7 of sife

.....

15 there a need for a first aider to be appointed

o i

Sbe,

Appointed Person to document locations
and contents of first aid boxes on schedule A

4 o
f T 1

Alt workers mus! have access to a first aid kit
Lone or penpatetic workers must

#|  wilhin asset management system, safely nofice |, cany a portable first aid kil
board and bring to the alfention of site staff
R, B, |
Appointed Persons to check
contents of boxes on monthly basis y
T,

and replenish as required. History
of this o be held within asset management system

15Y"
Delais of any casually breated is to
be communicated fo the Responsible Person P 8.5}
to allow P 8.5/P 8.6 to be complied with

Stonehouse Hospital QUEST Plan Draft Version 1 - For comment 17/4/03
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Display Screens Equipment P 8.8
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P 8.8 Display Screens Equipment.

PROCESS CONTROL.
The following flowchart describes the process control for DSE assessments:

Dafing whetlher person Is classified as
a dispiay screen USER if afl or most of the fuliowing apply

the job cannct ba done efiectively or at all withoul DSE
the worker has no discretion over whether to uso DSE
the job requires signficant training o parlicular skifs
DSE Is usad for periods of an hour or more af a tima on & daily basls

the task depends upon the fast ransfer of information between the worker and scraen '
aitention and concentration demands ara high,
such as whera thera may be celtical consequences of an eror.

o i1 [
T o Ll I [
No further aclien Is required The uset is o be noled wilhin the DSE usar register
vithin the sfls QUEST plan P 8.6 '

=
it R T

User s to be trained In ke application

of the DSE Regulafions and in e, . v
Exganomics. This Iraining o be documented @LD}E??MT, =
within P 6.1 i
| 8
User fo complete self assessman}
this document to ba filed witlsin <
QUEST sile ection P 8.8

acflons noled on seil assessment
are closed ot and the assessment
updated to show close oul

& |

Is there no material change {0 the
workstation or process

; Does the user experience aya problems?

User ko amange aye test with
practitioner of choice. Pass
receipl to contract Manager for
reimbursement of costs

Doss the user require giasses? !»-~>-—

User o arrangs provision of glasses wilh
practitioner. Pass receip! lo Coniract
Manager for reimbursement of
BASIC cost of comection

Stonehouse Hospital QUEST Plan Draft Version 1 - For comment 17/4/03
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Personal Protective Equipment P 8.9

P 8.9 Personal Protective Equipment.

PROCESS CONTROL.

The following flowchart describes the process control for Personal Protective Equipment:

¢ € € O 3

- -

€ ® 8 J J

P J J e v & €

fa thare & suilzblo and sufficient Rlsk assessment P 8.10 .
in place for the works or task? S,

H

o H| N 250
L)

Cad o

¢ < 4 ﬁw

Cany out and document P 8.10 Communicale Risk assessment ik
Risk Assessment I person doing the work gy

I A

Can Hazards be controlled ot source?
{Safa Place Strategy}

v

L. by using equipment that wouké
protec 2 persons vilh acoess to hazang

LHFTE "

£ Y g
| -~ SRS =T ] e

Salect appropriale PPE Ensura that hazards are adequalely controfed
and measures are documented within o
Risk Assessment P 8,10

v

E

That is appropriate for the sisks and conditions.
Takes account of argonomic raquirsments
5 capable of fiting tha wearer

i 4
A 1L
PPE Is effective in praventing or controlling risks
Complias wilh legistation on design andt
manufacturs (CE Mark)
E e | AT
P ~
Fssua PPE to yser and record In P 8.9 Ragisler B
] Enter details inlo assat management system for sevce history -“{_,}?
| Giva adequata instrction, nkemnabion & lrining s requied for| "
propar yse and storage )
T e TR L gty A &
e | S
15 ha PPE accentabin 1o the wearer? :

Superviso tha Usa of PPE end record
in P 5.6 Contractor monilorng
B &
TR { T tha PPE 2 useatls |
L;"-»é'-‘%»'}i T
"'":f;éﬁ}l { < A —
User fo dispose of PPE in approved meaner User to dlean and lnspact PPE
bakra and afer each use
e Cr e
> |
® {15t user competent o examine the PPE?
< L3 Yy
i -~ v |
Specialist to examing and cerlfly USER lo-axaming PPE
PPE & Infervals dictated by manufacturer befors and after each usa
History o e held within Asset Management
system
I ¥
1
|is PPE in aeptibia condiion?
< | —
M o
S Repoit to fing manager Continue 1o use PPE

A

Stonehouse Hospital QUEST Plan Draft Version 1 - For comment 17/4/03
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QUEST HEALTH, SAFETY & ENVIRONMENTAL

Risk Assessments and Method Statements P 8.10

P 8.10 Risk Assessment and Method Statement.

PROCESS CONTROL.

The following flowchart describes the process control for Risk Assessment and Method Statements:

FET

Is suil2blg and suficlent isk Assessment e
and Melhod tatement exiting on fig ) ;Whau
< i N ,z%,%:“i‘
! ™ 4 .ﬂ'gﬁ’:ﬁ{'i;’c’?u 1
ftendfy the HAZARDS assocfated with bhe work Enslre thal opertive s compelenl
&g Sips, trigs, firm hazards, machinery or work equipmend, ¢ P fo carmy oul o aspacls of the work
helghts, kumes & dast oo Eghing, noise s RefertoP 6.1 Record of Trling
Breek down e b il ndvidal s & i i

.1';?‘::"- ey TLERE
A %‘:";’1‘;“3 tq?féa;. <

Can lhe Hazard b remove,clmnaled o substiuted il ‘%3‘55& lsse documen o operave

someshing safer? ki ensure it is iy undersload

and wibe compfed wilh

Decida who might be hamed and how. Consider groups Removs, stbsliule or efminate the HAZARD Hthere are any hazards that

of people. Pay pastieular altention fodisabled, visitors, A Tequie permits fo work
inexperenced staff and 3rd partes . refer to refeant procedures
ARkt R T
ETATH iy,

Erldbe RS aiig o (e TS| %@% ) Mortconparc nddocuner

and decieif edsing precattons & o), M '%?ﬁ? on P 5.6 Contractor Monfoing

or i more can be done. Tis nclides i, |, AMEEEEED o
. ) , . erd ﬁﬁ% ‘-.é i dfin”
information and instrucion Sy 3 ﬁx)‘.q%ﬁgg
ﬁi‘}:{y ; K é:ﬁ; o

" e, o
| Dothe precaiions meet thelegal standrd %}, &%ﬁ@ﬁ
and teduce risks a5 FAR AS REASONABLY Iﬁiﬁ ya

PRACTIGABLE HindoubtdSK |3

and e within P 8 10 section of e site

4

QUEST plan have risk assassment vefidated
by & member of the management feam

Review the risk assessment eiher
6 manlhly orif the situation or process
changes

Record the review on the fisk assessment
tacord of review

Stonehouse Hospital QUEST Plan Draft Version | - For comment 17/4/03
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QUEST HEALTH, SAFETY & ENVIRONMENTAL

Waste P 8.11

P 8.11 Waste,

PROCESS CONTROL.
The following flowchart describes the process conirol for the classification of waste:

fs the Waste Controlled Waste?
ie. Industrial
Commercial or any such waste

. |
l ¢ LN

NOT SPECIAL WASTE

21 Deg C or below?

: =
Is it classified a5 an Iifant =

. %%H Hammiul, loxic, canceragenic P
Jﬁg’ g o cofrusive l

Does it have a flashpaint of % SPECIAL WASTE

: e [QE ST o
i Mot | R

d Explosive oxidising, infectious,
421 Flamemable o highly fammable,
E% {eratogenic, mutagenic, ecotoxic

{t“%f" ey

i

’ Release loxic gases in contact
with waler, air or acid

A4

h'4

Still ursure?
Contact SEPA
(61766) 461 407
Or Approved Waste Management Contraclor

Stonehouse Hospital QUEST Plan Draft Version 1 - For comment 17/4/03
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QUEST HEALTH, SAFETY & ENVIRONMENTAL

Waste P 8.11

P 8.11 Waste.

PROCESS CONTROL.
The following flowchart describes the process control for the Management of waste:

Ensure that the access and egress fo the waste siorage
areais safs

| :f@ A
Engage a Ceriificaled waste management

company from the approved suppller’s fist i
e
| o0 N St
Ensure that the waste Is properly and accurately Identfied ’:;’ﬁ*ﬁg
_ " A “ﬁ:{n&“'
Ifthis is not readily ascedained hava the waste el
Management company analysa it 1{%&‘63@
T E S, 6
Ensure that their waste Camiers ficense is s, !,;:j”
curment and in date S o
n o e
SR | L )
7 Copy of license to be oblained for file
45“,& P8.11
"‘qfsr%.g‘-‘ 2
R e
TR Is the waste Special Waste
W ﬁ%géﬁw R 'tp -
P R 91‘}::?5-. L T — i
4, Ensure copy of Waste transfer note is % Ensure thal neither Special Waste s mixed
< ohlained from canier B with Non-Spacial Waste and that

Special Wastes are not mixed

R, | o |

Retain Customer copy of Transfer nots and Ensure that the wasle is packagsd for transport
file within section 8.11 of the Site QUEST Plan in accordance with UN requirements
Fora period of at least 3 years
7 |

Ensure that packaging is Labelled with
a hazard waming diamond and that
A carriage label giving the shipping name and
UN number is fixed

l

Enstira that the requirements of the Consignment
nete system are complied with fully

Retain Green copy of Consignment nofe
and file within section P 8.11 of the

Stonehouse Hospital QUEST Plan Draft Version 1 - 1| Site QUEST Plan For a pericd of at least 3 years
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QUEST HEALTH, SAFETY & ENVIRONMENTAL

Work Equipment P 8.12

P 8.12 Work Equipment.

PROCESS CONTROL.

The following flowchart describes the process control for the Management of Work Equipment:

A
.!J:-!}\.::h“l'..
H

Waork equipment must ba constructed 1o b sultabls for its "y,
intended purpose. Working conditions, environments! hazards
and lighting levals, H&S rlsks and equipment rsks
must be taken Into account and risk assessad

; < ; "=
Do not use the egulpment Work equipment must be maintained In an efficient state and In
inform Iine manager of requirement for L4 good rapalr. History to be held i1 assat management system.
remedial action User to check equipment thoroughly before use.
Start and eperating controls can only be used by deliberate action
Where the safety of work equipment depends on
< the installation condition, # must be inspected
N after instailation and before use
ﬁ- N gy v Jh|
A .NJ'E i, V%J?f:b I
%}%ﬁﬁ%""?ﬁ‘“a Equipment exposed to deterioration must
e “‘%ﬁ'}’_ be Inspected at suitabls Infervals.
",,:‘ " History lo be held In asset management system
“‘{-;_z;‘ Equipmant to be labelled slating dalalls of last test
S v
% aa TR
p ‘ﬁﬁy,‘g?»:‘* NG |
J_&'r'»-! T Where there are spetific risks, the operalion and
i ! o | malntenznce Is lo be restricled to designated
ﬁﬁﬁ@i“-’* d e competent persons. These persons are to be
s «;’;ggi;% {?? % reglstered within the site QUEST plen P 8.12
:7%‘3:?,{ -z'ﬁe %‘ At il
Wy, S, A
e ! s Informallon on the use of the equipment must ba avallable
d operator must have adequate H&S tralning lo be able to safely operate
tha equipment including risks and precautions
Manufaciurer's Instruction manuals must be avallabie

I

"i Equipment provided after 31/12/82 must be fixed with a CE Mark

Al guards and protection davices must be sultable for purpose
be of good constrection and adequate strength

e
b 1&%& &t ™
7 : h‘;fi&. . :

be maintained in good working order, not Increase risks
and not unduely restrict the operating cycle

I

Guards and protection devices bust not ba easily bypassed

A

or dlsabled, be sltuated a safe distance from the danger zona
and be constructed to allow replacement, repair or maintenance

Appropriats measures must be taken to pravent exposure to

n

specified hazards. The means must hot Include PPE and training

us far as reasonably praclicable

Specified hazards are: fliing or ejected ardicles or subsances,

¥

-l

componen ruplure or disintegration, overhealing or
calching fire and unintended discharges or explosions

Prolection agalnst very high or low temperatures must

iy

Stonehouse Hospital QUEST Plan Draft Version 1 - For comment 17/4/03
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Lifting Equipment & Hoists P 8.13
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P 8.13 Lifting Equipment & Hoists

PROCESS CONTROL.
The following flowchart describes the process control for the Management Lifting Equipment & Hoists:

sea P 8.10 & P 8.12 Work equipment

{ < ] > ',rﬁe‘ :‘ﬁm*jt“
H L S
Inform Line Manager of requiernent for remedial action Lifting equipment must be of adequate strength and stability
4 for each load io be lifled or lowered. The Safe Working tead
SWL must be clearly marked on the lifling equipmant and accessories
equipment rot for #fling people must be marked as such
;f’fg,‘ %%%%"R %‘?}« ‘:d%‘"‘%{ﬁ
i persans are being fifled, precautions against crushing
being trapped or struck of falling form the casier
Suitable devices to pravent the carrier from falling
*.3\ o shall ba In place. Pecple must be able lo be freed
SaFin i, -
<l *éir:g_;*,? Lifing equipment must be positioned and Instailad to
Y e ensura that it Is safe and minimise risks assoclated
Y S et
AT o
P i P s Liflng operations must be planned by a compelant person
1‘5? “Hiae .&T-.&** - v_{%} and appropriately supanvised and cared oul In a safe way
7 s y )
%ﬂ?ﬁ__\ ,3;%: ] 3 New lifting equipment must have an accompanying
el _ﬁf Rk 3 S EC declaration of conformity Lifing equipment
. i u.';:% - "‘“‘f’ﬁﬁﬁ&n“ﬁ;rﬂﬁ’ obtainad from & third party must be accompanled by
ﬁﬁ;iig"‘h‘? b, e e avidenca of the fast tharough examination
._.pg!!- AR g
i ﬁi%é?) e "".ﬂk még": . |
ﬂé?sﬂé%é’:q ?E{xg : i s ‘Thorough axaminations must be carried out as:
¥ @a 1y i) B . Lifting people: At feast every 6 months
“‘%?ﬁ » T & Olher; Al least evary 12 months
Q{%&} o :?: or - if circumstances dictate L.e. damege has ocoured
"._ R ",%z o
S, P
hﬁ‘“ B fs?;ir EC conformily and thorolsgh examination certs must be ket for
..,,»;fm‘*?@‘ys” <z - a period of as long as the equipment Is used on site
559?5 o~ inspection records for equipment and liting accessories
4:5"" must ba kept al least 2 years
& Examninations and remadials should be managad as per
- the assel management system and a history retained
Safe access and agrass routes must be avallable
< around the equipment when k use
Protection from skps, irips and 3nf peries must be Implemented
Lifting equipment must be stored safely al all times
<7 and operated only by competent individuals.

Competancy will be recorded within P 6.1 record of tralning

Stonehouse Hospital QUEST Plan Draft Version 1 - For comment 17/4/03
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QUEST HEALTH, SAFETY & ENVIRONMENTAL

Working At Heights P 8.14

P 8.14 Working at Heights,

PROCESS CONTROL.
The following flowchart describes the process coptrol for the Working at Heights:
Access equipment includes: ladders, step ladders, fixed ladders, mansafe systems, safety eyebolts, lanyards and harnesses,
scaffolds etc. e
Powered access equipment is to be managed via P 8.13 Lifting equipment & Hoists. ,=%f§a‘§t‘5§§e{,a

T 4 @

£
ﬁ}’gg :

1
]

o

=

iy
ol
i,

o

i)
Kt
K il

AN

r

] Pl

Report unsafe circumstance to line manager Ensure that the access equipment is safs
of satnd construction {and fixed with CE mark),
adequate strength and is comectly footed (i applicable)

-
Y TS G
T &

S )

Ry, Access equipment is fo be inspected before and after use by the operative
@EE‘* T
SR, Shi

Access equipment is to be managed as per
the asset mangement system and a
history of inspection and remedials obtained

Al seaffolds will be erected and inspected by competent persons
having completed & course of training

\u ‘ .JS‘#\.

Cerlificales of employess shall be held wilkin P 6.1
Cerlficates of contractors wil be held within the job file Seclion 9 Competence

In the case of roofwork nobody shall work or pass within
2 meters of unprotected roof edge without use of
a suitable fall arest system and suitably igged
accompanying safety person n atiendance

.4 All works must be fully Risk Assessed as per P 8.10

/A

AN

Equipment to be comectly stored when not in use

Stonehouse Hospital QUEST Plan Draft Version 1 - For comment 17/4/03
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QUEST HEALTH, SAFETY & ENVIRONMENTAL
Employee Consultation P 8.15

P 8.15 Employee Consultation.

PROCESS CONTROL.
The following flowchart describes the process control for Employee Consultation:

s
Employees {0 elect Representatives of Employee Safety =
To represent their group

] e

uﬂ’;&\%
i SR e,

Managing Director to appoint Management representatives Managing Direclor lo appoint representatives
i writing

o
g
i I

P i

I W,

v

Representatives to accept appointment
In writing

s

+3 Details of representatives to be noled on
:%J’if Yy P 8.15 Proforma, made known to employees
R and posted on site notice board

e
-iquF'
iy, ki

All Representatives to have access fo ail
selevant information and up to date training
to enable full participaticn on committes

i |

All Representatives to have access to
RIDCOR Records P 8.5 & 8.6

Consultation Is required on the following subjects:

Infroduction of any measure that affects employees
Armrangements for appeinting persons to comply with legistation
Provision of HES Information
Planning and organisation of training under H&S/Environmental legistation

The consequences of introduction of new technologles into the workplace

Meelings will be held quartedy or as required or requested
an agerda will be circulated prior to the meeting thal includes
GUEST Plan, Audit Reports, New legisiation, Inspections,
CPBITraining, risk assessments, General awareness issues.

I

Minutes will be taken of afi meetings and circufated to all staf.
Actions and close out dales will be defined within the minules

Copies of the minutes will be retained within Section P 8.15
of the site QUEST Plan

Stonehouse Hospital QUEST Plan Draft Version 1 - For comment 17/4/03
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QUEST HEALTH, SAFETY & ENVIRONMENTAL

Pressure Systems P 8.17

P 8.17 Pressure Systems.

PROCESS CONTROL.,
The following flowchart describes the process control for Management of Pressure Systems:

fdenlfy your Pressure System and document on Schedule A ,EQ?;.-}!
Fla schedule witin Section 8,17 ofsils QUEST Plan ggg’ﬁ =,
ES': a2
Does the syslem contain a relovant Auld. e, ”%;2
Steam at ANY pressure, Compressed air above 0.5 bar {Guage} ""’:?3}1%—9\_
Gases orfuids under pressure above 0.5 by (Guaga) that becoma gas on release. O "E:E%E%,:
Hol wales sbove 0.5 bar {Guage) AND at 3 temperaturs of 400 Deg Cor above "*%,Ez S
s < . > 1 ol

15 tha systems' largest vesse! graaler than 250 Bar Lives
Le volus of the vessal in Rres X pressurs of fuid in Bar = 250 or more
or does i contzln steam et any volume or pressure?

The system does not &l within the Pressure Systems Requlatiens 2000
Ifén doubl, consult Competent Person (Instrance Inspector)

RETIEN
|

£
q’%:‘ -%”';ﬁ'a The Prassure Systems Regulations 2000 apply
""ﬁiffg, 30, £ I "
S ‘%ﬁf}ﬁ%m T’Ii"—éﬁ“g’
?ii! Ensura thal Competert person {Insuranca hspacior)
: has included within Wrilien Scheme of examination
ensure copies of writien scheme and repors are held on site
4l al times
SR, Includa inspections wilhin asset mansgement system
oo history of maintenance and remeglals to be documented
- Within asset menagemenl system
SHEUEETY . . A
y %’f’&z‘ ﬂ"‘ﬁi@%@ repirs must ba cariad outwithin specifed ime seale.
4 0
g B o
ﬁjﬁh“ Any nawly installed or repels or rodification to the existing pressura system must ba
F H‘&%ﬁ:&. eoffied {0 the compelent person so (hat the system
”i-“@;h may be Inspected BEFORE the squipment &
W ré? retumed lo-sexvics f reguired by the compatent person
e
G |
%%zm Any riew presstics systems miust ba effixed widh a CE merk and be prapery
i @%ﬁ designed, conshructed and instalied 1o aliow operation, inspecion
g,_@‘ﬁ mainterance and lo ensure that safely devices release pressure safely.
& i

The followdng must ba marked on the pressura system:
marufachrers name, sedal No, date of manufeciure, standard of construction
max and min afowzble prassures, design tempenafure

The equipment musl only be operated within safe imils
Persons must be in posession of operating instructions
and emergency actions/prcedures

Any works on pressure system must he controlled by
Pressure systems Szfe system of work

Stonehouse Hospital QUEST Plan Draft Version 1 - For comment 17/4/03
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QUEST HEALTH, SAFETY & ENVIRONMENTAL

COSHH Assessments P 8.18

P 8.18 COSHH Assessments.

PROCESS CONTROL.

@ ﬁ L] R ] P W @ @%m{’

The following flowchart describes the process control for COSHH Assessments:
Due to the nature of our business, the requirement for health surveillance is not included within the flowchart Guidance on this
requirement is provided within P 8.18 COSHH Assessment guidance.

F:18

Is the substance ciassified under the COSHR Regulations L ls it: i
Labelled Very loxic, loxic, Harmél or Iritant or has an OES been approved et
or Is 1 a bicloglcal agant {Micro orgenlsm, cell cuiure, or andoparasite} ,4?,;&""
or capable of causing infaction, allergy, loxicity or health hezard, % :‘%?;
3
Ah
O A dust at & groater concentalion than 10MGIMS3 8 hour TWA |46 >
or raspirable dust AMGIMA B hour TWA o
{ < L > @ﬂrgﬁh, X
GOSHH Regulations do nol apply 1 sultable and sufficient COSHH Assessment
carry out isk assessment as per P 8,10 Ifrequired and Method slafement existing on file
H =
1 < sl |
Sen hlerarchy of control and ensure suflable means Ensure thal cperaliva Is compelent
of prolection & selected lo carry out all aspects of the work
Refer to P 6.1 Record of Tralning &
fﬁl if required
oty RS T T . S
‘%:é. _{é?.- i"‘iﬁﬁ?ﬁ'ﬁa_ . b
identify tha substances associaled with the work Issue document to operalive
and enstire that Hazard dela sheels are avalabla ensue it is fully understood
this Includes any midure of substances end wil he complied with
or preparations
45&5&5&%&\. E‘H g-%n _1} *
identify the physlcat nature of ihe subslance s Ifthers are any hazards thal
i.0. gas, solid, Rquld, dust, fme, vapour, aerosd, mist require pemils to work
i refer o relgvent procedures
.:’!,L-‘—:“QM,,‘ ey =
A5, ] [
Identify who might he hamed end how Monitor compliance arnd document
the substeata might enter and effect the body on P 5.6 Cortracior Moniloring
i, K 1
K h e How Song wil tho user ba exposed io the substanca? Is thera & requirement for moritoring or health surveillancs | _w,
% o {Ses prosedur P 8.23 ) -
R F ] |
-dr Compars the findings of the assessment with impiement P 8.23 Hoelth Survelilance
camparable extemal standards, If control is
found to be inadequale, determine further steps to be taken

7 |

Resord your assessment on the P 8.18 Docurment
and fila within P 8,18 secilon of the sita
QUEST plan fizve sk assessment validated
by & member of the management team

Review tha risk assessment either;
6 monthly or if the situstlon or process
changes

|

Record the raview on the dsk assessment
record of raview

l >

rd

Stonehouse Hospital QUEST Plan Draft Version I - For comment 17/4/03
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QUEST HEALTH, SAFETY & ENVIRONMENTAL
COSHH Assessments P 8.18

¥ 8.18 COSHH Assessments — Hierarchy of control.

PROCESS CONTROL.,
The following flowchart describes the process control for COSHH Hierarchy of control:

Due to the nature of our business, the requirement for health surveillance is not included within the flowchart. Guidance on this
requirement is provided within P 8.18 COSHH Assessment guidance.

I3 the substanes ciassibed under lha COSHIE Rogulations Lo s i
Labeled Very bosc, fode, Hazenl or dritant of has an OES been spproved
r of ks £ a biologieat agont {iflern arganls, sof cutlum, or endoparasla)
or capabia of causig bnfection, aferny, bodelty oe health hazerd,

| &
0¢ A dus al gl concenivafion Ben 10HGM S hour WA} %
o respirele dust MG B hour TWA 5
H . Il o o
| y < ¥iuid ]
COSHH Reguiztons do nol apply 5 sudable and suficen] COSHH Assessment
camy oot eisk assessment asper P AAD Frequied | and Method statamen! exfsting on e
p o qn il
f <":G'M:' I L ™1 _a:’r\;&l
identlyhe substanea assoctsled with the wark Enure thal opereiiv s compatent
and g that Harand dala sheet ks avalabla 1 camy oul ol aspacis of the werk s
Kenthy the safest method ofusing the substanca. Rl Refer b P 6.1 Record of Traialng
Break down the job lalo wdbidual slaps i Hrequired
YT TR R
ﬁ%]‘-?ﬁ,‘%m?}gw L‘&“:ﬁ‘m o l
Can expostins o substances ba eimbated orsubsEitad ), issg document lp gperali
Wil oty sefer i{;f'igi,,h‘ ansum £ iy understoed
'3@}%@& " ard vl b comped ith
B ) < ! %ﬁ. fir——rm R |
Reevahiaty Bie safedy aspecls of ha Job Remeva o subsThida he substants #tharw arm any hazards that
’% {an the exposare by substanca be tontoled? or efminals e axpostrm requre permits b work
ﬂqﬁ%’i et fo relevant procedures
= T 230 T
wntieprcass be lafyenchsed? | «3"" Neitor compliznca and document
Rl P 5.8 Conlracle Honaeig
ek {28 N %‘;
AN A i }
X Encloso the procoss
i
Identty wha might b hamed end how Uiiisa d3ufon venZafon or LEY provided
OES and EL3 are ned exaadad
N B
Selecd and issva sulablo PPE e pwrsacin PES] | Mangeventialion oquipment i scoordance
n Witk P 6220 EV
| g
3
Record your assessment oo ta P 8,18 Document|*
and flo wihin P & 18 secfion of e sta > >
QUEST plan hzve dsh aysassment vaidated
bya member of tha management feam
Raview the fisk assessment ether.
$monhly or ¥ the sitiation or process
changes
Record the review on $he risk assessment
oo of review
| ; g
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QUEST HEALTH, SAFETY & ENVIRONMENTAL

Asbestos P 8.21

¥ 8.21 Ashestos.

PROCESS CONTROL.
The following flowchart describes the process control for Management of Asbestos:

Suspecled Asbeslos. Stop works in area

Complete proforma P 8.21 sections 1&2 only and
file within asbeslos register 8.21

Have substance sampled 2nd analysed by
compelent and accredited test laboratory

k=g

ém

Is the substance ashestos?
<> i S I
I o~ g

I, B,

| o

o

Fila P 8.21 Profomma within seclion 8.21
of the sila QUEST Plan continue works

Fully complate P 821 proforma and
file within section 8.21 of the site QUEST plan

A

il “RELT
é&ﬁ' ;‘F,'i%h! I Wﬁ%’ﬁé&d
> Have asbestos risk assessment caried out ‘Wg{u #
- by competent and accrediled agency J’%ﬁy
B ¥ E fi(' L
% I'ﬁ? %%F‘}%h‘xzﬂ k

Pass copy of risk assessment and P §.21
fo client for their informationfaction

=l

EEY 1

Asbestos {o be removed?

Asbeslos to beleft in situ?

T |
.

P50 Manage in accordance with current legislation

ulilising licensed asbestos removal contractor
selected from approved supplier's database

Ensute that information is passed to all
peopie who may come into contact with substance
Including contraclors

T | ¥

|

Continue works when appropriale

Labe! the subslanca as ashestos and ensure
label is easily visible

I

Schedufe substance and include within
asset management system frequency
as determined by risk assessment

A

s substance in good condifion

T
[
I

A

Can it be safely repaired, sealed or enclosed

Carry oul works and revigw risk assessment

F 1S
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QUEST HEALTH, SAFETY & ENVIRONMENTAL
Manual Handling Assessments P 8.20

P 8.20 Manusl Handling Assessments,

PROCESS CONTROL.
The following flowchart describes the process control for Manual handling Assessments:

The Manual handling assessment is to be recorded on P 8.10 risk assessment Pro forma and filed within Section P 8.20.

f5 the assessment simple, obvious and easdy repeatable i
o ar the risks insigniicant o 15 the handing opereton Jﬁi"%ﬁm'@%
lowy sk and shovt Bved and the time leken o comple. v @
an assessmenl disproportionala? T
T iy,
Is suitable and sufiient Manuz! handling Assessment % 4 "‘:t
and Mehod slatemant axsfing on fle T '.;i
> «’
: < 'Q?ﬁ:& '1.'} 1 é%% L
Ydantfy the HAZARDS associzted wilh hending 'fg;? %‘f%ﬁk Ensure thal operative & compelent
ag Envionmenl, weightand szeafthe load, : % to cany out af aspects of the work <
indhidual capacly s Referto P 6.1 Record of Treining
The {askin hand %ﬁ  required
l %%aﬁg% %&é_%m !
Can the handing ba removed, eimbated or achleved by |Gz o Tssua documant lo-operafiva i required
mechanical means? & ‘%g* _ ensure t s &y understood
L ﬁ& and i bacomped i
W
(i gy 4 (FEL
f {mﬁ“ﬁ"" > i%ﬁﬁ ?ﬁr I
Decide who might be harmed and how, Consider groups |1 Remowe, substute or yse mechanical means Hfthers are any hazards that
=2 of people. Pay paticular attention to ofbandling require permils lowork
inxpanienced staff and 3d pam'es refer {0 relevant procedies
; R ;
- = @%ﬁ@@ﬁ
Evaluale the RISKS arising fom the HAZARDS | * %’h e Honilor compfianc and donument
and deciga il existing precautions are adequat S, on P 5.5 Contractor Moniloring
é‘ orif more can be done. This Includss irening, ; ‘%ﬁf*
& information and nstrucion T
RN R
i o
Bo tha precattions meel the lege slandad |
<1 and receq fisks a5 FAR AS REASONABLY
PRACTICABLE ifin doubt ASK
ervearg
| %
Record your findings oa the P 8.9 Document
and fla wihin P 8,10 section of e site 5 5
QUEST plan have fisk assessment valdaled -
by @ member of the management team
Revizw the risk assessment eter:
6 monthiy ar ifthe siution or process
changss
Record the review on fhe risk assessment
record of review

Stonehouse Hospital QUEST Plan Draft Version 1 - For comment 17/4/03

102



The following flowchart describes the process control for Management of Asbestos:

QUEST HEALTH, SAFETY & ENVIRONMENTAL

Asbestos P 8.21
PROCESS CONTROL.

P 8.21 Asbestos.

- - ~ ' & @& » D> D
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Suspecled Asbestos. Stop works in area

|

Complele proforma P 8.21 seclions 142 only and
file within asbeslos register 8.21

Have substance sampled and analysed by
comgpelent and accredited test laboratory

Is the substance asbeslos?
) 1 N
! Ty - |
File P 8.21 Proforma within section 8.21 Fully complete P 2.21 proforma and &%
of the site QUEST Plan continus works file wilhin section 8.21 of the ste QGUEST plan ‘5;{‘5?"‘“ g,
R
- | . . ’%{’E’EZ‘&
~ Have asbeslos risk assessment camied oul i
e by competent and accredited agency r"v@jﬁé‘r‘}}}
2 i,
Pass copy of risk assessment and P 8.2 6*%,%;3,
to client for their Informaticn/acton W, e
= £
3 Asbestos to be removed? Asbestos to be feftin situ? <
! o ﬁ":éﬁaﬁ"% I
Manage in accordance with curent legislation Ensure that information is passed to al

utfising ficensed asbestos removal contractor

peopls who may come info contact with substancs
Including conractors

]

selected from approved supplier’s database
I i

e F e

1

b,

Labe! the subslance as asbestos and ensure
abel is easily visible

Schedule substance and include willin
assel management system frequency
as defermined by risk assessment

v

is substance in good condition

T
]
1

(an it be safely repaired, sealed or enclosed

l

Camy out works and review risk assessment

Sionehouse Hospital QUEST Plan Draft Version 1 - For comment 17/4/03
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QUEST SAFE SYSTEMS OF WORK

Low Voltage Safety Rules P 9.1

A. Al LV Electrical works Flowchart

Plan Works and consider 8 K8S and
business risks

Does work requira that business erfical equipment
has {0 be istlaled. Ifin doub ask cient.

Z EREECTI
l N .'é".f f ‘lﬁb"n"{( ?
Camplele business risk assessment P 5,10 and s Have permission granled by member of menagement leam
have signed by client's representafive ’
ﬂ{é"”
Isthere a suilable and sufﬁcientsafetynskass%sment }:f*,gn P
on fis? M
I Y
] u ‘< AT,

Use existing safefy risk assessment__l Efepam safely risk assessment as per P 8.10

N w‘l&gﬁ%
-Jg i,

Issug P 8.10 1o operative camying mslwod(s
and discuss fuly

ki

y ) %
A I cpertve adesigraled skled person. | 2

Roums
competant fo completa all aspecls of the work @.'5!%7‘
his information must be detaled wilin Ww‘»"

his certficate of competency B

G ’-*}- / R >

<

KRN
mh Does the work mmlve. Select anclher operative or
o 1 Morethan { source of supply o gather competency informafion and
2. Inlake switch serving bueiding or designale as sidlled person
3. Submain cabling or swilchgesr.
r—@ﬁ 'g:r)-—“"t
LV Pemnitfo work system apolies Operativa o cary out safo isolaton 25 per
See permit fo work flowcher section 6.0 in FES FM Safely Rule Book
Infom skiled person of i scope of works
Positively identy equipment to be werked on p
supenvise as required and convey any
special instructions

Stonehouse Hospital QUEST Plan Draft Version 1 - For comment 17/4/03
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QUEST SAFE SYSTEMS OF WORK

Low Voltage Safety Rules P 9.1

B LV Permit to work Flowchart

Plan Works as per LV safa system of warks
flowchart. Prepare Safety Programme

Have safety programme
countersigned

Isolate equipment from all
sources of supply
Complete times & dates on
Safety Programme

Fit Skilled person’s and
Authorised Person's safety
locks and caution signs
at points of isolation

Bind. i
Authorised Person to prove ;-;:}_J i
equipment dead at point of work 1,.;1""

test instrument to be proved
before & after test

S | ‘*“::ﬁl‘f‘;” e
Is there live equipment adjacent to point of work? |

Jf%ﬂ ‘@ I %"

- N
st if the work Invelves sub mains cables

Skilled F'“e
attendance

“ed Person
to Sp!ker ble \mth

Authorised Person to fit danger signs
to adjacent live equipment

can they be identified WITH CERTAINTY
along their complete length from point of
isolation to point of work

poe G
Wl I
Authorised person to Identify points

of isolation, point of work, scope of works
and adjacent live equipment

"Eﬁm\m‘ I
p O
sk

4 Authorised Person {o issue Permit to work to

Skilled Person for retention at point of work
AP to determine wheather an
Accompanying Safety Person is required

I

Person in Charge to confirm
equipment is dead at point of work
Test instrument to be proved before
and after test

Person in Charge to control works for duration
and snsure relevant tests are completed and
documentated as per cumrent |[EE regs
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QUEST SAFE SYSTEMS OF WORK
P 9.2 Hot Works Permit

PROCESS CONTROL.
The following flowchart describes the process control for Hot Works permits:

Is there a signicant sk of causing fre
trrough bhe work aciidly a & thers a naked ame
heator spack produced in fra process?
T Pt
H < > | ..',f-"'g A-*‘E;’.‘A
Manzge woks as par P Risk assessment & Method Statement
b be prepared and
made avalable fo competont parson
Compelent persor: Iy enstre tha they 2r
suitzble and suficient :’%@
T 4. A,
I <,m§ﬂi _l_ - > ;"’-‘(;ngv}&‘.,

Competant persant to alend peint of work and ensure thet
Thess ave 110 combuslabie s, vapours or gasses wihin 154
A¥ combruslabla sobds within 5M are ramoved or protected agains! the ignlion sourme
A sllble 1 dats G exfinguishes i avaiabl  tha poinl of ek :

A person tralned 3 e zsa of e extiguisher s standing by
Tha operatives have been inducled in fre procedunes
Tha operatives know Bha localion of neares! phong and emergency s
numberip 2 fesh

s | %
Compelent person E ensura that fra alam sysfems
# pint o work ara lsolated

Py o3y

W Yo
b4 Competent persees 1 complelo sd Issus hotwork pomi
avé Bo wilkin secbon P 2 of GUEST Pian
unt works am completa

H'ﬁ%a:\- 1
yIEs]
. | Comnpetent perser o monitor complance wih pemit
§ by odowing £ 5.6
b Av*
-
’it Seikawing complefion of works Compaten person and
A

Compelant Person io take remedial acfons i possle. H ther s ol residud
tisks-evident, Competen] parson [ seek advice fom management laam

%

operzive dn sign of pemd

Permit bo ba registered wikin P 8.2 of Sila QUEST Pl

s%“fﬁ |

Cempelent person t check area-ofwark 2 hours aer

{ﬂ-
-

peml Bz been igned off o camy out hesough check

Y

for smokiering fres
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QUEST SAFE SYSTEMS OF WORK

P 9.3 Permit to Excavate

PROCESS CONTROL.

The following flowchart describes the process contro! for permit to excavate,

Member of management team fo originate

permit {o Excavate
ﬁi‘.%iu

Originator io gather documentation showing
posiiions of buried services
s the information available?

.l

| I;:gl'
m:

A -
[

ﬁh"&

| Ty

L

] Q"‘;ﬁ"‘fiﬁ"ll

Issue information {o operator carrying out
the works include paint of isolaticn if known

Request drawings from client
if unavailable contact MOLESEYE
on 0131 539 7300

o

Risk assessment and method statement lo
be oblained for the works and filed adjacent to

Permit to excavate ;f
T, {?‘5\ .aﬁgggﬂ (_k.?i{;‘tm’"i

Is the documentation suitable and
sufficlent and in accardance with HS (G) 477

" ‘a‘;g.v
"'"»-"‘52% k{ﬁiu»

Qriginator to complete pemit lo excavate

i
B

Operative Managing works lu cany out services avoidance

‘%‘ procedure utiiising tralned personnel and calibrated

services avoidance equipment

ggl
Copy of caiibration certificate to be attached to

Permit to Excavate and filed within section P 8.3
Of site QUEST Plan

Is the excavation deeper than 1.5 M
Including the spoil heap?

e —t——
implement Confined spaces permif to work Manage works as per P5

Management of Works on Site

Stonehouse Hospital QUEST Plan Draft Version | - For comment 17/4/03
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QUEST SAFE SYSTEMS OF WORK
P 9.4 Confined Spaces Permit to Work

PROCESS CONTROL.
The following flowchart describes the process control for Confined Spaces permits to work

Is thare a definite requirement for works
to be undertaken In a confined space
and there Is no other altemative to entry ﬁi‘.‘gg.,
l.e. using CCTV, kong reach tools elc e

Pas
= < ! > ; S,
Manage works as per P5 Risk assessment & Meathod Statement by
Do not allow entry Info confined space to be prepared and iy

made avallable to compstant person i
e g, %‘%‘E‘

TN Sy

Competent person to ensure that they are

suitable and sufficlent and cover ail o e e v‘s“ﬁf‘:’:m ;
reasonably forseeabla risks/hazards R gﬁg,

- S
L T e fyicd
R, s &
Permit to Work (Confined Spaces)
required to be issued to control works
- . Rt
Ko | R

Document detalis of site and point of work  |»
on parmit, Include Number of RAMS i
and confined space identlfication No

{Available on reglster)

AT

b

Record detalls of compatency Information
certificatas ara to be copled and attached to
the permit & filed within the P 9.4 fle

within the QUEST slte plan

=
¥

Detall isolation of systems on permit
and means of ventilating space to

%@L Improva alr quallty as far Bs possible

%‘ﬁg&&uwf |
Detall of gas monltoring to be recorded cn permit

copy of calibration cert to be retalned In P 9.4 g ==
in QUEST Slte Plan

Detall spaclal tools and provision for
{ighting on permmit
Detall parsons competent to use BA
Cearts to be filed within P 9.4 with parmit

Detall emargency arangements
for rescue and first ald o e

Issue permit to operative
Managse works on site as per P 5

On completion of warks permit to be
signed off by competent persen and operative
Parmit and all supporting documents to
be filed within sectlon P 9.4 of QUEST Plan

Y

\ 4

Y

Stonechouse Hospital QUEST Plan Draft Version 1 - For cormment 17/4/03 110



v v 6

ccoCce9w JyJ

aa—-—. r—
i
A .

?» 3 D

C € & ¥ J o

QUEST HEALTH, SAFETY & ENVIRONMENTAL

Legionella Risk Assessments P 9.6

P 9.6 Legionella Risk Assessment,

PROCESS CONTROL.
The following flowchart describes the process control for Legionella Risk Assessment:
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is sullable and suficient laglonellosis fisk assessment
axisting for site that considers ak hazands and up to dals information

| AEEE—;

!-....._....‘(........_.JI .
- 1
identiy e HAZARDS tha! would aliow conlamination Record fat that fisk assessment was reviewed
&0 Presence of lagionelests, conditions for multiplication Continue 10 implement schema and recoed

such as dead fogs, temps 20 - 45 C and aerosols within asset management syslem

Nutrlents, sudge, scala, rust, algae or organic matesials

Consider the sourca of the waler supply Le malns o not Issue document to operatives working on sile and
Pessible sources of contamination of waler supply ansure il is fuly undarstond
Nom! and sbnoemal oparation of waler systems continue to comply with control scheme

inciuding malntenancs and breskdowns
| segis]
Can the Hazard ba removed, sliminated or substitzted with Continua to meator efectiveness of menagement system
something safar? using results from regime such as TVCs
Cotmpletis fegionefia sk essessment checkist Legionetosis counts and waler temparakures
as niolid within [his procaders Anyhed readings?
& : K EEET
i =< ' > ] P ~ehg.
Dackde whe-might be hamed and how. Conslder groups Remove, substiluts or eliminele e HAZARD | See "Actions in Emargency” Section of this Procedure
of peopla. Pay padicular aftention to suscaptable Recond &l actons In the asse! management systam Pes
peopls such as Immoucsupprassed patients plant hislory o create audi tral
{hlose over 45 years of age, chronic diseasa patiants

Schadute 8 associaled pumps, plant stralners
and relevan! items and recond In asset
managemant system
Include componant parts in risk assassmant

l

Intlude 8y as ftted plart diagram showing
signifieant components and plant operation

1

Evalyat the RISKS arising fom the HAZARDS

o¢ i more can be done. This includes training,
Information and Instruction

| [ e
Do tha pracautions meel e lget standard

PRACTICABLE H In doult ASK

il [

+1 Document all contral mxeastures ont schadula "A"

af'é and includs In sset management system
Rscord all tests In plant history B
Kt L3 Lt %
| ko
Record your ndings on the P 9. risk :
assassment and e witkln ths &its QUEST Plan F’?

Review tha risk assassmen either;
24 monthly or i the situation or guidance
changes

and decide 7 exsling precavtions ar adequate I‘: i

and reduce isks 35 FAR AS REASONABLY [

A

oy 7

")
“

i

QUEST HEALTH, SAFETY & ENVIRONMENTAL

Management of Water Systems Actions In Emergency P 9.6

PROCESS CONTROL.

P 9.6 Management of Water Systems Actions in Emergency.

Stonehouse Hospital QUEST Plan Draft Version 1 - For comment 17/4/03

112



- w -

«Cc ¢ 9 I3 J

The following flowchart describes the process control for actions to be taken for presence of Legionellosis/high TVC/E coil or
coliforms counts or outbreaks of actual disease associated with the bacterium:

""C

e Iy

3 ’j ".m - .
i
— . -

v

>, Is legionelosis sample posilive? <&
or does TVC semple give cause for concem?
o {
i : ~ L__>_—1
(ontinue with regime and record resulls Is legionefiosis reading mare than 100
but less than 1000 cfufiitre? - inform/ipdate Cllent
i < ! —
Is legionellosis reading move than 1000 cfuflitre? ifonly 1 or 2 samples are positive resample syslem
i Informlupdate Cilent 1§ simitar results are found review risk assessment
or TVC/e-colifcaliforms readings in exoess of and confro measures to kenlify remedal actions
controt fimits see table at foct of page < See P 9.6 Risk assessment fiowchart
Resample system and perform an immediate review Cany out remedial wnrks to ensure system is brought
of risk assessment and coniral meastres back within control measures record actions within asset|
identify control measures and imptement, this may management system -
include disinfection of the system (Thermal or chemical) ' Are samples now clear from legioneliosis?
§3 ..." f’? N
1o, %é&h
Has a doctor reported 2 of mare occumances of actual Continue to monitor future samples and
disease related to legionellosls such as record results
Legionnaires disease, Pontiac fever o
i Lochgoihead fever-lnfonnlupdate Cllent {2
T i t T v “‘u T
e L5 L&
Has a doctor reported a single occurmance of actual Contact Deslgnated Medical Officer at
23 disease related {0 legionellosls such as Local authorily and ensure that thelr advice
Leglonnaires disease, Pontiac fever or is followed fully
Lochgoi]head fover - Informfupdate Cllent )  Provide update reports to client as required
. N i
Disease is reportable under RiDDOR e &
e Follow procedures P8.5 & 8.6
e 2
N .
Type of Systﬁ}% B Recommended Maximum Control Limits Recommended Actigns

Cooling Tower&iuuudnﬁ&m%i& T&ﬁ'ﬁs Above 1.0 x 105 cfiyml

Implement corrective action

Review system operation

<¢%:€WCS Above 1.0 x 104 cfu/ml

BiE

Domestic Hot & Cold systems’? TVCs Maximum 5.0 x 103 cfivml See flow chart
E coli - None should be present See flow chart

Coliforms - None present from 95% of samples from a point See flow chart

| Closed Systems | TVCs Maximum 1.0 x 104 cfivml | See flow chart
| Swimming Pools & Spas [ TVCs Maximum 1.0 x 102 cfivmi | See flow chart

QUEST HEALTH, SAFETY & ENVIRONMENTAL

PAT Testing P 9.7
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P 9.7 PAT Testing.

PROCESS CONTROL.
The following flowchart describes the process control for PAT Testing:

]

Employee wishes to bring in personal efactical equipment for use ! work

Rexqevement is identified to purchase new
placo of woek equipment

Dacision is aken to-remave work equipment fom uza by the company

|

Approwel s to ba ghven by senior management

inspection and lest carded ocd on & bafors & can be used
Rosults must ba stored within the asset management system

Eguipment that 18 aal saw willzequiro 20 have a combined ]

Assessment to bo mato of sultabity of equipment for s

Intended purpusa and the envionatent kn which 2 may ba used

All squlpment must e CE marked or )t canact bo esed
Dos3 equipment conform bo these elerka?

< it
- I

Person who is procring equipment i record detala

on schidula A and pass o manager intharge of maintanance

..’v, x
I ST
e

Manager In charge of makienance io risk sssess equibmen
and ensure that the corect segime [y Emplementad

Dolads of specification and fequency to be noted on scheduls

Guidance on this 1s ghven wittin P 9.7 policy

I

Datads fom schadule A to be njut to assel management system
and schedula A 1o be Bed wibls saction P 8,12 Work equipment

ofthe site QUEST Plan

M)
Y
| e

‘tns %‘:ﬁf :I

Equipment ks io ba Formally visually inspeclad by competent
operalive and revlls reconded In asset management system

sttt appropriate Instniction sets for datals of nspection

Is Equipment OK for uge?

R

,—1%"

T

st

Remova detals from wok equipmant schedule and
assol management system, dispose of quipment in
approved manner

Communicats Issues back o purchaser of equipment or manager B Commualcats i managarh dl o of squipment thet ¥ Is OK
ol

" in charga-of the squipment fr approprata sction Lo be taken Manager of equipment la ensur that proceduns P 8,12
- Do nat usa equibmanl wntk lssues have heen msolved Work equipment bs followed Rully
Fixiable o equipment advising on nexd PAT tost datn
SRR &

b, "
Record al Foemal visual bspections, Combkiad inspaction and tests a- User of work squipment lo cany ot visuel inspecton
repaks, remadial werks 6l n 2seet manzgemant system 4 before sach use of the nouipment and ensum that 315 safe
and &3 construstad it Sor purpese and for By intended environmient

and i between tos dales Is this aE OK?

]

%4% ]
S Continua b usa aqei:manlnsperpmdum
: P 8,12 vork equipment

A

| &

Work oquipment o ba subject o formal visual spoction

and combinad hspect end test al intzrvals
determinad by sk sssessment and recorded on the
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The following Stonehouse Hospital policies as they apply and appear will be followed fully by ali fes fim employees whilst

working on Stonehouse Hospital premises:

QUEST STONEHOUSE HOSPITAL SITE PLAN
PART 9 STONEHOUSE HOSPITAL Management Policies
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