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	SR77: Contractors Site Induction Form
	



This form initiates communication between the site and the contractor to ensure the work on-site is undertaken in a way which ensures the safety and health of all parties.
Section A: (Completed by NCC Site Managers/NPC – communicate to contractor)
	Site Name and Address:
	

	UPRN:
	

	Name(s) of site contact for contracted works
	



	Site Specific Rules for Contractors

	Contractor / Visitor parking:
	


	Contractor Welfare (Toilets , washing)
	


	Smoking Area
	


	Signing in and out procedures / security / 
	


	Safeguarding arrangements 
	


	Emergency Procedures
	Describe briefly the fire emergency plan as it relates to the contractor (Fire Alarms, evacuation routes, assembly point, roll call etc.)


	First aid provisions for the contractor
	


	All RIDDOR Incidents (Fatalities, Major Injuries, Dangerous Occurrences and public incidents)  incidents must be reported to the site contact, who must then inform the NCC H&S Team




	Hazards and Restrictions at our site (List the specific hazards, present on site)

	1. Potential for fall  
2. Falling objects
3. Asbestos
4. Lifting equipment 
5. Hot work (e.g. welding)
6. Mobile plant / large vehicles
7. Plant rooms
8. Electrical or gas systems 
9. Hazardous substances
10. Confined spaces   
11. Vulnerable persons
12. Fragile surfaces 
13. Hours of work
	|_|
|_||_||_|  |_||_||_||_|  |_| |_||_|
|_||_|
|_|
	Details / Location;



Where the contractor requires access to restricted or hazardous areas, they must ensure the site is not accessed by unauthorised persons during the works. The contractor’s risk assessment and method statement (where necessary) must consider safe access and egress and working within restricted areas.

	Hazard Aide Memoir (NB: this list is not exhaustive)

	Hazard
	Information to be provided to contractor:

	Asbestos
	NCC Asbestos register |_|
Local Asbestos Management Plan (LAMP) |_|
Refurbishment and Demolition (R&D) Survey for the specific job |_|

	Confined spaces / Hot Works
	Confined spaces categorisation form |_|
Hot works permit |_|

	Work at Height
	Fragile roof information |_|       Roof access safety |_| 
Features that may affect stability of access equipment |_|

	Where you require further information about control measures appropriate to the work, contact the NCC Health and Safety Team – 01158 040333 (hands@nottscc.gov.uk)
For further information about the property, check P2 or contact the NCC job contact*.


Section B: (Completed by Contractor – pass to NCC site contact)

	Name
	

	Mobile No
	

	Company
	

	NCC Job Contact*
	

	Duration of work
	
From:
To:
	Company Contact for Health and Safety Incidents
	

	Outline of work including any tools; products or equipment used)
	




*NCC Job Contact is the person who asked your company to do this work
	Hazards associated with this work 

	1. Potential for fall  
2. Falling objects
3. Asbestos
4. Lifting equipment 
	|_|
|_||_||_|  
	5. Hot work (e.g. welding)   
6. Mobile plant / large vehicles
7. Confined space working
8. Electrical or gas systems 
	|_||_||_||_|
	9.Hazardous substances  10.Confined spaces   
11.Dust or noise levels
12.Fragile surfaces 
13.Equipment/tools

	|_|  
|_|
|_|
|_|
|_|

	Further hazards applicable to the job
	




	Does the contractor or NCC need to take any further action?
	
YES |_|      NO |_|

If YES, what action is required (See over)



Declaration 

I have been informed of health and safety information pertaining to this site and I understand the content presented to me.

I can confirm I have completed a risk assessment in line with the NCC policy for contracted works. 

I have reviewed my risk assessment and method of working and believe it to provide a safe and healthy way of working. 

[bookmark: _GoBack]I will ensure that any tools used will be kept secure ensuring third parties cannot gain unauthorised access; paying particular attention to knives and cutting equipment.

I will report any losses; finds or similar on site.  

I will also ensure the site is left in a safe and secure state.

Contractor to complete:

Print Name:				Signature:				Date:


Print Name:				Signature:				Date:


Print Name:				Signature:				Date:

Further actions required:

By contractor / supplier:





By NCC:









Section C: (Completed by NCC Site Managers/NPC’s on completion of work)

	Was asbestos disturbed as part of the works?
	Yes/No

	If asbestos was disturbed, a Certificate of Reoccupation has been provided
	Yes/No

	If asbestos was removed, this has been recorded in the LAMP section 7
	Yes/No

	Area visually checked and work has been completed
	Yes/No

	Area visually checked and clear of construction related debris
	Yes/No

	Area visually checked and clear of construction related tools and equipment (e.g. knives)
	Yes/No




Name of contractor:


Site Contact Details:

Print Name:				Signature:				Date:





























Working together to defeat knife Crime
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Guidance Notes for completing the SR77

Aim: To initiate the communication stream between the site and the contractor to ensure the site is safe for all.

Contractors are required to co-operate with the County Council as part of our Health and Safety Policy and as part of the contract.

Section A
This is to be completed by the NCC Site Contact. This is the person within NCC who is identified as the main point of contact for the site. The form must be completed so it can provide relevant safety information about the site to contractors.  Specific projects or works may require additional information to that in the SR77. The NCC Job Contact (if different to the site contact) as well as the Site Contact should be approached for this information if needed. Taking this approach, would highlight new hazards associated with the job which would require different control measures to be implemented.  Should the contractor require access to restricted areas, the site contact must ensure those areas are inaccessible to unauthorised persons.  Once Section A is complete, the site contact should communicate the SR77 to the contractor and instruct him to complete section B.  

Section B
This is to be completed by the contractor. The contractor must expect to be issued with this new document by the NCC site contact as part of their induction.  Section A would have already been completed by the site contact.  Work should not commence until the completion of the Sections A and B of the SR77 form.  Upon arrival on site, contractors should request the SR77 form from the site manager with the relevant sections completed.  If the form is not fully completed, they should raise that with the site contact.  It is advisable that they retain a copy of the completed document for their own records.  

Section C
This is to be completed by NCC Site contact (the same person as stated in section A) once works have been completed. On completion of works it is important that the NCC site contact undertakes a check of the area to ensure that it is handed back in a safe condition to the site. The area also needs to be checked for any tools or equipment that have been left by the contractor and in particular, attention should be paid to knives and any other tools that the contractor may have used as part of their works. Once the work is completed the NCC site contact should complete section C and sign this off.


Notes;
Contact the NCC Health and Safety Team for advice – hands@nottscc.gov.uk
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