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Disclaimer





These example forms, checklists and model policies are provided by Hettle Andrews for general guidance on matters of interest.  In making these documents available to a general and diverse audience it is not possible to anticipate the requirements or the hazards of any subscriber’s business.  Users are therefore advised to carefully evaluate the contents and adapt the forms and checklists to suit the requirements of each situation.  Hettle Andrews does not accept any liability whatsoever for injury, damage or other losses which may arise from reliance on this information and the use of these documents.





Copyright of these documents remains with Hettle Andrews and whilst subscribers are permitted to make use of them for their own purposes, permission is not granted for resale of the intellectual property to third parties. 





A Hettle Andrews Model Policy: Building Maintenance and Alteration





Organisations should include this section in their policy’s arrangements section unless there is no possibility of building or maintenance work being undertaken under their control eg if the business leases serviced office premises.  





Note that this section is not intended to cover businesses engaged in construction and maintenance work at third party premises although the contents may be useful in those circumstances if supplemented by other specific policies.  





Alter and add to this as necessary to reflect the controls in place within your business. Read the Hettle Andrews Guide on Building Maintenance and Alterations for a more detailed review of the subject and the management arrangements required.





Building Maintenance and Alteration





When planning maintenance work and minor alterations we schedule the work so far as possible to avoid risks to staff and others who would normally be present in the area. Where an area, includes hazardous equipment or activities either on a permanent or temporary basis, we ensure that physical barriers are utilised including locks and signage where necessary, to prevent access by unauthorised persons.


�If work is likely to compromise an occupied building’s fire escape routes or fire protection facilities, and it has been determined that it is safe to continue, we put in place temporary arrangements and provide additional instruction as required to ensure that building users can still use the building safely.	��Where work is carried out which involves breaking through walls, floors or ceilings, we check whether the work is likely to compromise fire compartments and make repairs with suitable materials to return the structure to the designed level of fire resistance.	�


We recognise the requirements of the Construction (Design and Management) Regulations and __________________________ [name or job title] takes the lead in ensuring that we are compliant. This includes identifying when projects are likely to exceed 30 working days or more than 500 person days of construction work, and therefore fall within the additional requirements described in Part 3 of the regulations.





The work of contractors is managed as described within our arrangements for the ‘Control of contractors’.





Permits to work are used to formally authorise activities with the potential for higher risk such as hot works and work on the roof.  





The general safety of plant and service areas is a priority for the organisation and these are kept clean, tidy, free from the build up of combustible materials and with clear access to all control mechanisms and switches. 





A planned preventative maintenance programme has been devised to identify all of the routine maintenance and inspection activities required to maintain our premises and equipment in good order.  Records are kept of inspections, maintenance, repairs and servicing activities. Note that whilst there is no specific legal requirement to keep a log, this is best practice and may be necessary to provide evidence that legally required maintenance has been undertaken. It is a legal requirement that where a maintenance log is kept for equipment, it must be up to date.





If you have employees who undertake maintenance works include this section:





We undertake risk assessments of in-house maintenance activities and devise safe systems of work as a result. 
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A Hettle Andrews Model Policy: Building Maintenance and Alteration





Note that other parts of the arrangements section of your policy should cover issues affecting maintenance staff eg ‘Hazardous and Dangerous Substances’, ‘Work Equipment’, ‘Asbestos’, ‘Work at Height’, ‘Manual Handling’, ‘Confined Spaces’, ‘Noise’, ‘Vibration’, ‘Lone working’. Provided that you have included the other relevant sections, these matters need not be repeated here.�


Note that it may not be necessary to undertake all of the risk control measures listed, as this will depend to an extent on the nature and scale of your premises. See further information in the Hettle Andrews Building Maintenance and Alterations Guide or HSE sources.
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