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Instructions and Guidance for Contractors 
The information in this document forms part of the Estates, Facilities and Commercial Services (EFCS) 

Health and Safety Policy. It is important to note that this document forms part of the ôConditions of 

Contractõ and breaches may result in the contractor being banned from site and the contract 

terminated. The contents of this and other related documents will be outlined during compulsory 

contractor safety induction training. Your University contact will organise the appropriate training. 
 

Please Note: throughout this guidance booklet your University contact will be referred to as the 

Project Manager/Contract Administrator. 
 

Estates, Facilities & Commercial Services Reception 
Immediately upon arrival at the University all contractors must report to the EFCS Reception 

(marked in red on the maps below). Contractors can temporarily park vehicles in the designated 

short stay visitor parking bays when reporting to the reception. A parking permit can be issued for 

parking in the contractorõs car park. 
 

Opening Hours: Monday ð Friday:  08:00 ð 17:00 
 

Outside of these hoursõ contractors should report to the Security Department Office, located in ground 

floor reception area of Senate House (marked in blue on the map below). 
 

EFCS Reception staff will assist contractors with general information about the site and the following: 
 

¶ Contractor ôsign-inõ and the issuing of contractor passes (see section 03). 

¶ Issuing of Permits to Work or Authority to Access permits and keys needed for access (see sections 06 

and 09). 

¶ Contractor and visitor parking issues (see section 07). 

¶ Liaison with the Project Manager/Contract Administrator. 
 

Contacts 
 

Estates, Facilities & Commercial Services Reception 9230 (Internal) 

 01483 689230 (External) 

 www.surrey.ac.uk/estates  
 

University Security Department Office 2002 (Internal) 

 01483 682002 (External) 
 

Security Emergency Hotline 3333 (Internal) 

 01483 683333 (External) 
 

University Health and Safety 9362 (Internal) 

Department Office 01483 689362 (External) 

 www.surrey.ac.uk/hsd  
 

University Central Switchboard 0 (Internal) 

01483 300800 (External) 

Important Information 

http://www.surrey.ac.uk/estates
http://www.surrey.ac.uk/hsd
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Location of Estates, Facilities & Commercial Services Reception 
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University Stag Hill Campus Map 
(showing the locations of EFCS reception, Security and designated contractors and pay and display carparks) 
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University Manor Park Campus Map 

(Showing the main transport route from Stag Hill Campus to Manor Park main entrance and the EFCS Manor 

Park building) 
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Welcome to the University of Surrey 
We are committed to ensuring that all activities undertaken on the campus are carried out safely 

and to the highest possible standards of health and safety. 
 

We want everyone to remain safe and healthy, regardless of whether they are a member of staff, a 

student or visitor. As contractors, you can have a significant impact on helping us achieve this aim. 
 

As stated in the Health and Safety at Work Act 1974 everybody has a responsibility to protect the 

Health and Safety of themselves and others when carrying out any activity.  
 

This booklet is intended to supplement HSE and other statutory legislation; it is not intended to be 

a definitive guide. Whilst carrying out work on the University premises you are expected to adhere 

to all Health and Safety legislation and codes of practice. Contractors, Suppliers, and other related 

parties should have their own Health & Safety information, instruction, training, and policies in place. 
 

The details contained within this booklet form part of the Estates, Facilities & Commercial Services 

Health and Safety Policy. Please take a few minutes to read its contents to familiarise yourself with 

the Universityõs site rules and emergency procedures. 
 

This booklet applies to all University buildings and grounds at both the Stag Hill, Manor Park and 

Hazel Farm sites. 
 

Please note that this booklet forms part of the ôConditions of Contractõ and any breach of conditions 

may result in the contractor being banned from site and termination of the contract. 
 

It is the responsibility of the contractor to bring the contents of this booklet to the attention of ALL 

their sub-contractors and staff. 
 

If you have any questions, or are unsure of anything contained within, please speak to your 

supervisor or the assigned Project Manager/Contract Administrator.  
 

You may also wish to call any of the Health & Safety contacts detailed within the book. 

 

 

 

 

 

 

 

 

 

 

 

 

01 Introduction 

A COPY OF THIS BOOKLET MUST BE MADE AVAILABLE ON SITE AT ALL TIMES  

AND ALL STAFF WORKING ON SITE MUST BE AWARE OF ITS EXISTENCE AND HAVE 

ACCESS TO IT FOR REFERENCE. 
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The Estates, Facilities & Commercial Services Department  

Health and Safety Vision 
 

 

We are committed to a goal of zero harm 

Achieved through Education, Communication,  

Coordination, Empowerment, Review and Action.  

 

 

Everyone is expected to play their part in the delivery of our goal 

 

 

The University manages and coordinates Health and Safety on this Estate, supported by skilled, 

trained, and qualified persons. The University in conjunction with the faculties and departments has 

a goal of ôtowards zero harmõ. Our aim is to support a continuing commitment to robust safety 

practices focusing on best practices in the workplace. Your work practices and safe systems of work 

may be checked and reviewed as part of our permit to work system and or as part of our routine 

inspections undertaken by your Contract Administrator, Project Managers, Principal Contractors, 

and our in-house Principal Designer. 

 
 

Remember, you have a legal responsibility to protect the health and safety 

of yourself and others. 
 

 

 

 

 

 

 

 

 

 

 

 

02 
Our Safety Vision 

THE UNIVERSITY PROMOTES A WORKPLACE CULTURE IN WHICH THERE IS 

MUTUAL SUPPORT FOR SAFETY AND SAFE PRACTICES. PLEASE GET INVOLVED 

AND HELP PREVENT SOMEONE BEING INJURED. 



9 
EFCS Contractor Green Book Version 11 -  Revised January 202 2 

 

 

 

 

 

 

 

 

Whilst on site the following rules and standards of behaviour must be 

adhered to at all times. 
 

¶ Contractor ôSign-Inõ and Passes. 

On arrival, all contractors must report to the EFCS Reception and ôsign-inõ. on doing this you will 

be issued with a General Work Authorisation document (known as a GWA) and an identity card 

(Contractor Pass). Passes must be worn or available at all times; failure to do so may result in 

access to some areas being denied. Lost passes can be replaced at Reception, please note a 

charge will be incurred and the site contact notified.  

Note: At the end of each day all passes must be returned to Reception and for out of hours to the 

Security Office. 
 

¶ Safe System of Work (SSW). 

All work activities must be supported by a risk assessment and a method statement (RAMS) and 

a GWA. High risk activities identified may also require a Permit to Work (PTW) or Authority to 

Access (ATA) (please refer to section 09). 
 

¶ Personal Protective Equipment (PPE). 

Contractors must be adequately clothed and use appropriate PPE (as identified in your Risk 

Assessment) in accordance with current regulations (see section 09 for further details). Contractors 

must wear high visibility clothing whilst on site marked with company logos and have a number 

visible whereby individuals may be identified, shirts must not be removed, and long trousers MUST 

be worn at all times (NO shorts allowed). 

 

¶ Housekeeping and General Site Working Conditions. 

Good housekeeping and orderly working conditions must be maintained. Contractors are 

responsible for ensuring that all working areas are safe and tidy.  

 

¶ Harassment and Lewd Behaviour. 

Contractors are expected to behave in a respectful manner towards all members of staff, students, 

and visitors. Inappropriate behaviour or harassment is not tolerated, you will be asked to leave 

site and the contract may be terminated. 

 

¶ Alcohol and Drugs. 

Contractors working on our estate must not be under the influence of alcohol or drugs. Anyone 

identified as being under the influence will be asked to stop work and will be subject to strict 

disciplinary procedures. 

 

¶ Smoking (including e-cigarettes). 

All contractors should read the universityõs smoking policy. Smoking is prohibited in all enclosed 

spaces and outside entrance doors & windows. There is no smoking allowed within 5 metres of 

03 Site Rules and 

Behaviour Standards 

 

 

https://www.surrey.ac.uk/sites/default/files/2019-03/smoking-policy.pdf
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any building on site and or you must use designated smoking shelters at ALL times. These 

requirements also apply to the use of electronic smoking devices.   
 

¶ Photography. 

Photographs must not be taken without prior authorisation obtained from the Project 

Manager/Contract Administrator. 
 

¶ Noise. 

Excessive noise and the use of radios and other audio equipment are not permitted. Works related 

noise restrictions will be identified by your Project Manager/Contract Administrator. 
 

¶ Work Time Restrictions and Residential Buildings 

If work in residential buildings is required, we must give 7 daysõ notice to affected residents. All 

work that is either within or could impact residential buildings on site, contractors will only be 

allowed to access and or start work at these locations, between regular working hours 9am to 

5pm Monday to Friday. Work at weekends or outside of these hours must be organised in advance 

through your university contact i.e., Project Manager/Contract Administrator. For these works you 

will need to check in with security at Senate House and possibly have a security team member 

with you for the duration of the works. For any planned works that involve the shutting off of 

water, we request all works unless an emergency do not start prior to 10am, and the disruption of 

the water supply is reduced to the smallest timeframe possible. 
 

¶ Emergency Access 

Contractors will only be asked to attend out of normal hours emergencies at the request of the 

on-call Service Support Manager (SSM) if the call has been escalated to them by the maintenance 

on call operative. In this situation SSM would arrange all required access with security, including 

the completion of any needed authority to access and permits to work, and will ensure checks of 

the asbestos register are conducted with all necessary information supplied to the contractor. In 

any emergency situation requirements to notify residents/local stakeholders in advance of the 

works is not required, but all reasonable efforts must be made to reduce disruption to as little as 

possible. 
 

In most instances you will be working in close proximity to University staff, students, and our 

general site visitors. Please be considerate of those around you. Poor standards of behaviour will 

reflect poorly on both you and the University and will not be tolerated. 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

FAILURE TO ABIDE BY THE THE RULES AND EXPECTED STANDARDS OF 

BEHAVIOUR AS OUTLINED ABOVE WILL RESULT IN THE INDIVIDUAL OR 

COMPANY BEING ASKED TO LEAVE THE UNIVERSITY PREMISES. 
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What you need to know in case of Emergency including Fire, Evacuation, 

or Incidents. 
 

Fire and Evacuation 
All university buildings are equipped with fire alarm call points, automatic smoke detectors, fire 

extinguishers and emergency exit signposting. Most roofs are fitted with fire alarm flashing beacons 

which signal when workers on roofs should evacuate. If your works will create dust or other fumes 

which may affect smoke detecting equipment, please inform the Project Manager/Contract 

Administrator so that they can arrange for detectors to be isolated. You must not cover or turn off 

any detectors without prior consent and must go through the Permit to Work Process if this is 

required. On completion of your work or at the end of the workday, any covered or isolated smoke 

detectors, must be put back into normal use prior to leaving site. Remember to leave adequate 

time after works to ensure that detectors will not be activated on removal of covers or on re-

activation of the detectors.  
 

All fire alarm systems are connected directly to the Security Office whose personnel will respond to 

every alarm activation. Security personnel will call the emergency services as appropriate. 
 

If you discover or suspect a fire: 
 

¶ Operate the nearest fire alarm call point. 

¶ Tackle a small fire (only if it is safe to do so where you have a 

clear escape route away from the fire source and only when 

you have been trained to use fire extinguishers).  

¶ Never put yourself at risk. 

¶ Ensure all fire doors are closed or secured as you leave (if safe 

to do so). 

¶ Leave immediately using the nearest available exit. 

¶ Do not use lifts or hoists. 

¶ Do not stop to collect personal belongings. 

¶ Go to the nearest Fire Assembly point (local fire action notices will have the closet 

assembly point for the building) and remain there until instructed otherwise. 
 

If you hear the fire alarm: 
 

¶ Make your work area safe and disconnect any plant or machinery as appropriate. 

¶ Ensure all fire doors are closed or secured as you leave. 

¶ Leave immediately using the nearest available exit. 

¶ Do not use lifts or hoists. 

¶ Do not stop to collect personal belongings. 

¶ Go to the nearest Fire Assembly point and remain there until instructed otherwise. 

 

 

 

04 
Emergency  

Procedures 
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Fire Safety Sub Contractors Induction Training 

All sub-contractors working on the campus must have completed a basic fire safety induction 

training given by the main contractor for that project or works. The information must include the 

Universityõs fire regulations and rules.  This must be recorded and held on site and be available for 

inspection by Project Manager, Principal Designer or Members of the Universityõs Health and Safety 

Team.  
 

University Skip Policy 

Any contractor organising and using skips must comply to the Universityõs skip policy. Skips must 

be placed at a reasonable distance away from any building and not below windows. These skips 

must be the covered type and appropriate measures put in place to prevent arson or access to 

them. There is to be no smoking within 5 metres of any skip or disposal of cigarettes within them. 
  

Fire Escape Routes   

Any work being carried out within fire escape routes must retain a safe escape route through that 

area and must be kept clear at all times. Any combustible materials should be removed from the 

building as soon as possible and must not be left within any fire escape routes overnight. 
 

Fire Stopping 

If any work being carried out that is required to breech any fire compartmentation walls or doors, 

appropriate measures will need to be conducted that re implements the required fire sopping to 

the required fire resistance. This works should be organised in advanced, photographed, and a file 

given to the EFCS Department. The fire stopping should be carried out to the Universityõs standard.    

Any area where work is being carried out the contractor comes across existing poor quality or 

compromised fire stopping, this again must be photographed and reported straight away to EFCS 

Department prior to work being conducted or continued. 
 

First Aid 
All contractors must ensure that their own First Aid requirements are adequate for their workers 

and suitable for activities being undertaken at the University. 
 

If you, or one of your colleagues, have an accident or medical issue you should immediately call 

the Security Emergency line as shown below, it is strongly advised that while you are working on 

our site this number is put in all contractorsõ mobile phones and or put up on staff notice boards 

or at any information points. Security personnel will arrange for a specially trained first aider to 

attend and will call and co-ordinate any Emergency services as required. Avoid calling the 

emergency services directly as our site is large and security often provide escorts to the incident 

areas, avoiding delays in emergency services getting to people in need. 
 

What is an AED 
The term AED means automated external defibrillator (AED), it is a portable electronic device that 

automatically diagnoses life-threatening cardiac issues and is able to treat them through the 

application of electricity to body, allowing the heart to re-establish an effective rhythm. The early 

application and use of an AED machine on a person experience cardiac arrest, will mean they are 

80% more likely to survive than solely relying on CPR alone.   
 

AEDõS at Surrey 
The University of Surrey has invested in multiple AED machines across all our campuses (please 

refer to maps below), as well as two mobile units carried by our security teams. All our AED 

machines are voice instructed and do not require training to be effectively used in an emergency 
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situation, please take the time to find where the closest AED unit is located to your area/s of work 

on our site.  
 

AEDõS At Stag Hill Campus 

 
 

AEDõs At Manor Park Campus 

 
 


