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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. 
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A Hettle Andrews Model Policy: Shared Premises


Responsibilities











Organisations should include this section in their policy’s arrangements section if they share a premises with other occupiers and/or lease the premises from a landlord who retains repair and maintenance responsibilities.  Alter and add to this as necessary to reflect the controls in place within your business. 





Shared Premises Responsibilities 





We have shared responsibilities for the maintenance and safe use of the building with __________________________ [details of other parties eg other tenants, our tenants, the landlord, the managing agent].





If you are sharing the premises with other occupiers include the following information:


As the building is shared by other occupiers, we rely on, and cooperate with each other to ensure the safety of __________________________________ [detail the shared areas eg stairways, stores, waste areas, car parks].  Describe here how you liaise with the other occupiers and resolve issues eg through a regular meeting.





We coordinate with other occupiers and our _____________________ [detail organisation in charge of the alarm system eg Landlord’s Agent/Security firm] to ensure that fire drills take place at least every __________________ [detail frequency eg six monthly].  If you also make joint arrangements for the training of fire marshals, as some multi-occupancy premises do, detail those arrangements here.





If you lease the premises from another organisation which retains some maintenance and repair responsibilities, include the following paragraph:


Our ______________________ [detail organisation in charge of the building maintenance eg Landlord’s Agent/Landlord] has overall responsibility for the maintenance of common areas and the building facilities including ___________________________ [eg lifts, sprinklers, alarm systems, emergency lighting, air conditioning, water facilities, electrical and gas installation, fire fighting equipment in common areas etc].  On an annual basis we review relevant evidence to ascertain that statutory inspections and required maintenance takes place.  Note that this is important as employers often retain legal responsibilities for facilities their employees or customers use, even though they may not have a contractual obligation to maintain them. These checks include: ___________________________________________________________[eg fire signage, fire alarm servicing and testing records, emergency lighting tests, lift maintenance and statutory examination and testing (LOLER), escalator maintenance, water testing and treatment for the prevention of Legionnaire’s disease, pressure systems statutory test and examination, periodic inspection and test of the electrical and gas installation, sprinkler system maintenance, extinguisher and fire hose reel maintenance, fire safety risk assessment for common areas, lightning protection annual inspection, asbestos management plan, air conditioning system maintenance, general safe condition of common areas].





We are responsible for ____________________________________ [detail the items which remain your responsibility for maintenance and repair eg for the maintenance and testing of emergency lighting, periodic inspection and testing of the electrical installation, the provision and servicing of fire extinguishers and maintaining fire signage in our area.  Use the lists of suggestions in the landlord’s paragraph above, to check that you have everything covered.] 





Detail here the arrangements for controlling maintenance and repair works including communications between those arranging the work and those in control of the work area in which it takes place, details of any safety rules and permit systems and who they are supplied by, and signing in and out requirements for contractors. There could be two issues here depending on your circumstances – a) Controls imposed on you and your contractors in relation to maintenance and repairs and b) Works carried out in your area but arranged by someone else which may create risks to your staff and customers or for which there may be risks to the maintenance workers from your activities. All of these issues should be covered in your description of the arrangements for cooperation and coordination.   





Note that this can be a complex area to manage but it is important that responsibilities are clearly defined.  The situation of shared responsibility, often leads to errors and omissions which cause serious incidents.  This template is based on legal requirements set out in the Management of Health and Safety at Work Regulations 1999 and the Regulatory Reform (Fire Safety) Order 2005/ Fire (Scotland) Act 2005/ Fire Safety Regulations (Northern Ireland) 2010. 
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