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1. Introduction

The Health & Safety File is designed to hold all relevant information in relation to this project. Please click here for the structure of the Operations and Maintenance Manual. It is designed to enable the ongoing safe maintenance of the building and to assist with future works within the space. The manual comprehensively details all the component parts that were used in the refurbishment works and the contractors who supplied them.

Details of the ongoing maintenance of all the components are also contained within this manual.

This file and all of its contents are the property of Gowlain Building Group Contractors Ltd T/A GB Group.  4 Thornham Grove. Stratford. E15 1DN
2. Project Scope

THIS IS A BRIEF DESCRIPTION OF THE PROJECT TO WHICH THIS FILE RELATES
Back
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8. Warranties

Project Manager / Contract Manager / Services Manager / Sub Contractors, 
details or lists to be provided where manufacturer’s warranties, collateral and design warranties etc commence / complete, this will include, the completion date which will be 6 or 12 months from the PC date.  
	Trade
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9. GB Group
9.1. Health and Safety Policy

Gowlain Building Group Contractors ltd. (GB Group) is committed to achieving and maintaining high standards of Health and Safety. This is not only in respect of its employees but also in respect of visitors, contractors and those that may be affected by our activities. The company is well aware of its obligations in accordance with the Construction (Design & Management) Regulations 2007 and related legislation and approved codes of practice. Where local requirements differ from the above legislation GB Group is committed to applying the higher standards of Health and Safety as a minimum. In order to meet our legal and moral obligations the following principles are provided and maintained in all GB Group geographic areas and operations. 

These are to:

· Take all reasonable measures to prevent accidents and incidents that may cause harm or damage.

· Provide all employees with sufficient information, instruction, supervision and training, including allowing sufficient time for preparation and planning so that they may carry out their work in safe and risk free environment.

· Assess and where practicable eliminate all potential risks to Health and Safety and review as necessary.

· Actively encourage employee, client and contractor participation in Health and Safety matters.

· Set, maintain and review Safety Management Systems with the object of preventing accidents.

The above principles are aimed at creating and maintaining a safe and healthy working environment. They will ensure that employees at all levels are aware of their legal and moral obligations and responsibilities to themselves and others.

It is the responsibility of all staff to ensure that employees and contractors comply with the requirements and standards that are laid down.

Signed:

Terry Gannon, 
Managing Director

Date of issue:
1st April 2009
Date of Review
31st March 2010
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9.2. Environmental Policy

GB Group is increasingly aware of damage caused to the environment. In order to contribute positively to combating against this, we aim to adopt and / or review the following when and wherever possible:

· Reduction of pollution by contamination, noise, dust and odour

· Waste reduction, recycling and disposal

· Energy and fuel consumption

· Use of materials from renewable sources

· Selection of from environmentally committed suppliers / sub-contractors

We strive to continually improve our environmental performance, minimise damage and pollution to the environment and comply with regulatory and legislative requirements where required.

We will ensure that:

· Our environmental policy and procedures form part of our staff induction training and are included within our Personnel Reference Guide, issued to all staff

· A copy of our environmental policy will be made available to all interested partied immediately upon request

· We will seek to continually improve our environmental performance across all areas of our business in an attempt to minimise pollution and damage

· We will comply with the requirements of all relevant environmental regulation and legislation relating to our business

· We will endeavour to comply with our client’s environmental requirements and, where possible, follow and lead best industry practices

· We will regularly review this policy to ensure that it remains in accordance with the nature of our business and it’s procedures are upheld by all staff and employees

We will monitor the Company’s performance and compliance on a regular basis in order to improve our attention to detail with regard to environmental issues.

Signed:

Terry Gannon, 
Managing Director

Date:
29 May 2007
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9.3. General Disposal Information

9.3.1. General

This section contains information on guidance on the disposal of waste material from the premises by the user following completion of the project.
Maintenance staff must be fully aware of the likely or possible hazards involved in the handling and disposal of specific waste material, used equipment etc associated with the running and maintenance of the electrical services.

The requirement of the Health & Safety at Work Regulations and also the control of substances Hazardous to Health Regulations in particular should be fully understood.

It should also be noted that the local authority bylaws would also have a bearing on the way in which disposal tasks are carried out.  In many cases the best source of initial guidance is the company that supplied the material, since they should be aware of its constituents, whether or not any of them pose disposal problems and how those problems may best be overcome.

Whether other organisations are utilised to dispose of special or hazardous material, the maintenance team should assure themselves that the organisation concerned is properly skilled in such work and has the necessary qualifications permits, licences etc to undertake the task.

BE SURE TO CHECK LICENCES ISSUED TO THE DISPOSAL ORGANISATION AND RETAINED COPIES – REMEMBER, IN LAW, THE ONUS IS ON YOU TO ENSURE SAFE DISPOSAL.

9.3.2. Storage & Handling

Materials for disposal should obviously be stored for a short time as possible and disposed of as quickly as possible.

Extended storage of such material often leads to multiple handling, with all of the attendant risks.

There is also the danger that such material may contaminate other stored items and lead to increased costs.

Waste should therefore be stored away from any other materials and equipment, whilst awaiting disposal.

Care must be exercised in the handling of waste materials and equipment. Not only are there the obvious considerations of weight and bulk, (which will apply to any handling operation), but also the dangers inherent in the material itself, e.g. sharp edges of broken equipment, dirt and dust etc.  Waste therefore should be securely packed and made as safe as possible to handle.

There is also the consideration to other people (e.g. local authorities refuse collection operatives) may have to subsequently handle the waste and the maintenance staff have a responsibility to ensure their safety as far as possible.

A good general procedure is as follows:

· Put waste into a suitable container.

· Take the container to the waste compound, or advise collecting agent.

· Label the waste container and clearly identify the contents.

9.3.3. Disposal of Consumables

Disposal of lighting tubes

An authorised waste management company must only dispose of the redundant fluorescent lighting tubes.  No tubes are to be disposed of in any other manner.

9.3.4. Disposal of Other Items

9.3.4.1. Plant, Equipment & Major Components 

Disposal of major plant and equipment item or smaller components can often be arranged via the company supplying new components, or via specialist plant moving firms.  The maintenance team should, however, be aware of possible hazards involved.  These include such things as sharp edges or projections and fragile parts of the item, which may be broken off by rough handling and subsequently become a hazard.  Any component for disposal should therefore be assessed to establish such concerns.

Care may also be needed in moving large or awkwardly shaped items through the building in the exit point.  A few minutes forward planning may be all that is necessary to void a dangerous or injuries situation.

NOTE: Batteries are a special item, particularly if they are of the “wet type” containing an acid solution.  Extreme care is needed for the handling of these and the maintenance team are strongly recommended to use a specialist disposal firm for such items.  Even “dry” batteries can be a hazard if they are exposed to heat.

9.3.4.2. Broken Components 

Any item for disposal that is broken, fractured or has sharp edges must be suitably padded/protected before disposal.  This is particularly important for items such as glass & plastic.  These should NOT be placed directly into refuse receptacles, but should be safely and securely enclosed in a cardboard or other material to ensure that they cannot become a source of injury at any time during the disposal process.  The packaging should be clearly marked to identify the potential hazard within.

9.3.4.3. Insulation Materials 

Insulation materials contain minute fibres, which can become and irritant to eyes, skin etc.  Where necessary to remove and dispose of insulation materials e.g. because some pipe work or ductwork has been replaced or modified, personnel carrying out the work should be suitably protected and the redundant material should be wrapped in plastic or similar material.
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10. Post Contract Works

10.1. GB Group
GB Group has a client for life philosophy and is continually looking at ways of improving the level of service provided.
GB Group has been trading for over 30 years and in this time working relationships have been maintained with clients from the start. Now, with a clear focus on what we need to offer and the systems put in place to achieve this, we are looking to significantly increase the percentage of clients we retain over the long term.

The two main areas of work that we are concentrating on are:

Aftercare 

This focuses on working with end user clients, in particular immediately after practical completion to ensure the client has as little difficulty as possible in making their new office fully operational and then being available to carry out any subsequent works as they arise.

Care

We provide a “Planned Maintenance Service” for our clients allowing them to keep their offices not only legally compliant, but as the fabric is regularly maintained the periods between major redecorations can be stretched.

There is also the reassurance that any chance of an unforeseen services breakdown which could affect the companies operations are kept to a minimum.

Further details can be obtained by writing to:

The Manager in Charge of Aftercare services and Callouts.

GB Group.

4 Thornham Grove.

      
  Stratford. London. E15 1DN
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10.2. Approval of this file
This health and safety file and all of its contents and references has been issued to the Client professional team.

This file has been reviewed by members of the client professional team where required and approval for publication has been sought and received.

The table below represents the parties to this approval.
Delete as appropriate

	Service
	File reviewed
	Action required
	Approved

	Contract administrator
	Yes/no/not applicable
	Yes/no/detail
	Yes/no/not applicable

	Architect
	Yes/no/not applicable
	Yes/no/detail
	Yes/no/not applicable

	Quantity Surveyor
	Yes/no/not applicable
	Yes/no/detail
	Yes/no/not applicable

	Health and Safety
	Yes/no/not applicable
	Yes/no/detail
	Yes/no/not applicable

	M and E Consultant
	Yes/no/not applicable
	Yes/no/detail
	Yes/no/not applicable

	Structural Engineers
	Yes/no/not applicable
	Yes/no/detail
	Yes/no/not applicable

	Project Managers
	Yes/no/not applicable
	Yes/no/detail
	Yes/no/not applicable

	
	
	
	


Proposed O&M Manual Layout 

Digital O&M

Traditional paper based O&M manuals are made up from several lever arch files full of paper. 

The disadvantages of the paper based system are:

· That they take up a lot of space.

· They are therefore seldom available to the people that need them at the moment they need them.

· Even if you can find it when you need it, the page you are looking for will have gone missing…..

Today, people are increasingly comfortable with searching for information on their computers. We are producing the manual as a fully interactive digital CD. This overcomes all the problems of paper and creates it a modern and easy to search digital record of the work undertaken. Please note that the manual is a part bespoke and part scanned version of a paper manual.  
We invite all participants in the Design and Construction phase elements of the contract to contribute their digital version of the project to this file of ease of navigation and future access.
The paper copy of the O&M can be created from the digital information.  Various changes to the navigation structure are implemented, and all the information is then cleanly printed onto appropriately sized paper as required.

Drawings and Certificates for the project are retained in a separate online link file and require separate printing to any or all of the following A4, A3, A2, A1, and A0.

Manual Layout 

Black Print –> Supplied by GB Group or other members of the team.
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11. Introduction

The purpose of this manual is to offer the personnel concerned with the operation and maintenance of the services within the building, maximum assistance in the performance of their duties. It is intended that this manual will be used to assist skilled engineers, experienced in the operation and maintenance of building services and associated systems and to provide them with a working knowledge of the various systems installed within the project.

All information contained herein is valid at the time of preparation and the date of issue. Changes arising in building usage, legislation etc. will necessitate revisions to be made in order to retain the manuals validity and usefulness. Any such revisions should be recorded in the Health & Safety File. 

It should be noted that this manual is not intended to supersede or conflict with any standard maintenance/inspection routines already in use for the base build system.
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Back
15. Architectural Elements
15.1. Package 1
15.1.1. Contractor

15.1.2. Scope of Works

15.1.3. Care and Maintenance
15.1.4. Health & Safety
15.1.5. Recommended Spares
Back
15.1.6. Manufacturers Information
	1. Description of Item
	

	Colour/Code/Ref/Batch number/
	

	Location
	

	Manufacturer

Contact details
	

	Manufacturers Literature
	


	2. Description of Item
	

	Colour/Code/Ref/Batch number/
	

	Location
	

	Manufacturer

Contact details
	

	Manufacturers Literature
	


15.1.7. Test and Commissioning Certificates
	Description
	Certificate

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


15.1.8. Record Drawings
	Drawing Number
	Drawing Title
	Rev
	Issue Date
	Checked

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Back
15.2. Package 2
15.2.1. Contractor

15.2.2. Scope of Works

15.2.3. Care and Maintenance
15.2.4. Health & Safety

15.2.5. Recommended Spares
Back
15.2.6. Manufacturers Information
	1. Description of Item
	

	Colour/Code/Ref/Batch number/
	

	Location
	

	Manufacturer

Contact details
	

	Manufacturers Literature
	


	2. Description of Item
	

	Colour/Code/Ref/Batch number/
	

	Location
	

	Manufacturer

Contact details
	

	Manufacturers Literature
	


15.2.7. Test and Commissioning Certificates
	Description
	Certificate

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


15.2.8. Record Drawings
	Drawing Number
	Drawing Title
	Rev
	Issue Date
	Checked

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Back
15.3. Package 3
15.3.1. Contractor

15.3.2. Scope of Works

15.3.3. Care and Maintenance
15.3.4. Health & Safety

15.3.5. Recommended Spares
Back
15.3.6. Manufacturers Information
	1. Description of Item
	

	Colour/Code/Ref/Batch number/
	

	Location
	

	Manufacturer

Contact details
	

	Manufacturers Literature
	


	2. Description of Item
	

	Colour/Code/Ref/Batch number/
	

	Location
	

	Manufacturer

Contact details
	

	Manufacturers Literature
	


15.3.7. Test and Commissioning Certificates
	Description
	Certificate

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


15.3.8. Record Drawings
	Drawing Number
	Drawing Title
	Rev
	Issue Date
	Checked

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Back
15.4. Package 4
15.4.1. Contractor

15.4.2. Scope of Works

15.4.3. Care and Maintenance
15.4.4. Health & Safety

15.4.5. Recommended Spares
Back
15.4.6. Manufacturers Information
	1. Description of Item
	

	Colour/Code/Ref/Batch number/
	

	Location
	

	Manufacturer

Contact details
	

	Manufacturers Literature
	


	2. Description of Item
	

	Colour/Code/Ref/Batch number/
	

	Location
	

	Manufacturer

Contact details
	

	Manufacturers Literature
	


15.4.7. Test and Commissioning Certificates
	Description
	Certificate

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


15.4.8. Record Drawings
	Drawing Number
	Drawing Title
	Rev
	Issue Date
	Checked

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Back
15.5. Package 5
15.5.1. Contractor

15.5.2. Scope of Works

15.5.3. Care and Maintenance
15.5.4. Health & Safety

15.5.5. Recommended Spares
Back
15.5.6. Manufacturers Information
	1. Description of Item
	

	Colour/Code/Ref/Batch number/
	

	Location
	

	Manufacturer

Contact details
	

	Manufacturers Literature
	


	2. Description of Item
	

	Colour/Code/Ref/Batch number/
	

	Location
	

	Manufacturer

Contact details
	

	Manufacturers Literature
	


15.5.7. Test and Commissioning Certificates
	Description
	Certificate

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


15.5.8. Record Drawings
	Drawing Number
	Drawing Title
	Rev
	Issue Date
	Checked

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Mechanical O&M Information

Contents of Mechanical Section

· You should have a ‘Document Map’ to the left of this page.  If it is not showing it is probably because you refused to accept the Macro when you opened the file. Go to menu above : View > Document Map 

· The headings listed in the Document Map on the left link to the correct part of the document - simply click on the heading in which you are interested.

· The Content list below also links with a click.

· Throughout this document there are links to other separate documents – these are marked as blue and underlined.  When clicking on these links the new document will be opened leaving the current document open underneath.

Health & Safety File         


O&M Information 

Architectural elements

Mechanical elements

Electrical elements

Certificates and Drawings
41.
Introduction


42.
Project Scope


53.
Contract Directory


104.
Designers Intent (CDM Compliance)


145.
Statutory Approvals Etc…


156.
Existing Building Documentation


167.
Operations & Maintenance Manual Layout


198.
Warranties


Error! Bookmark not defined.9.
GB Group


2510.
Post Contract Works


27Proposed O&M Manual Layout


28Digital O&M


29Manual Layout


34Contents of Architectural Section


3812.
Contract Directory Suppliers and Subcontract


3913.
Residual Risk Assessment


4014.
General Scope of Architectural Works


4115.
Architectural Elements


52Contents of Mechanical Section


53
Introduction


54
Contract Directory


55
Residual Risk Assessment


56
General Scope of Mechanical Works


5716.
Mechanical Services


5917.
Controls


6521.
Residual Risk Assessment




Back
· Introduction

The purpose of this manual is to offer the personnel concerned with the operation and maintenance of the services within the building, maximum assistance in the performance of their duties. It is intended that this manual will be used to assist skilled engineers, experienced in the operation and maintenance of building services and associated systems and to provide them with a working knowledge of the various systems installed within the project.

All information contained herein is valid at the time of preparation and the date of issue. Changes arising in building usage, legislation etc. will necessitate revisions to be made in order to retain the manuals validity and usefulness. Any such revisions should be recorded in the Health & Safety File. 

It should be noted that this manual is not intended to supersede or conflict with any standard maintenance/inspection routines already in use for the base build system.
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18. Introduction

Contents of Electrical Volume the purpose of this manual is to offer the personnel concerned with the operation and maintenance of the services within the building, maximum assistance in the performance of their duties. It is intended that this manual will be used to assist skilled engineers, experienced in the operation and maintenance of building services and associated systems and to provide them with a working knowledge of the various systems installed within the project.

All information contained herein is valid at the time of preparation and the date of issue. Changes arising in building usage, legislation etc. will necessitate revisions to be made in order to retain the manuals validity and usefulness. Any such revisions should be recorded in the Health & Safety File. 

It should be noted that this manual is not intended to supersede or conflict with any standard maintenance/inspection routines already in use for the base build system.

Back
19. Contract Directory
	TRADE
	ORGANIZATION
	ADDRESS
	TELEPHONE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Back
20. Residual Risk Assessment
Back
21. General Scope of Electrical Works

Back
22. Electrical Services

22.1. Contractor

22.2. Scope of Works

22.3. Operating Procedures
22.4. Care and Maintenance

22.5. Recommended Spares

22.6. Residual Risks and Hazards
Back
22.7. Manufacturers Information
	1. Description of Item
	

	Colour/Code/Ref/Batch number/
	

	Location
	

	Manufacturer

Contact details
	

	Manufacturers Literature
	


	2. Description of Item
	

	Colour/Code/Ref/Batch number/
	

	Location
	

	Manufacturer

Contact details
	

	Manufacturers Literature
	


22.8. Test and Commissioning Certificates
	Description
	Certificate

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


22.9. Record Drawings
	Drawing Number
	Drawing Title
	Rev
	Issue Date
	Checked

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Back
23. Alarm

23.1. Contractor

23.2. Scope of Works

23.3. Operating Procedures
23.4. Care and Maintenance

23.5. Recommended Spares
23.6. Residual Risks and Hazards
Back
23.7. Manufacturers Information

	1. Description of Item
	

	Colour/Code/Ref/Batch number/
	

	Location
	

	Manufacturer

Contact details
	

	Manufacturers Literature
	


	2. Description of Item
	

	Colour/Code/Ref/Batch number/
	

	Location
	

	Manufacturer

Contact details
	

	Manufacturers Literature
	


23.8. Test and Commissioning Certificates
	Description
	Certificate

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


23.9. Record Drawings
	Drawing Number
	Drawing Title
	Rev
	Issue Date
	Checked

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Back
24. Security

24.1. Contractor

24.2. Scope of Works

24.3. Operating Procedures
24.4. Care and Maintenance

24.5. Recommended Spares
24.6. Residual Risks and Hazards
Back
24.7. Manufacturers Information

	1. Description of Item
	

	Colour/Code/Ref/Batch number/
	

	Location
	

	Manufacturer

Contact details
	

	Manufacturers Literature
	


	2. Description of Item
	

	Colour/Code/Ref/Batch number/
	

	Location
	

	Manufacturer

Contact details
	

	Manufacturers Literature
	


24.8. Test and Commissioning Certificates
	Description
	Certificate

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


24.9. Record Drawings
	Drawing Number
	Drawing Title
	Rev
	Issue Date
	Checked

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Back
Contents of Drawings and Certificates

· You should have a ‘Document Map’ to the left of this page.  If it is not showing it is probably because you refused to accept the Macro when you opened the file. Go to menu above : View > Document Map 

· The headings listed in the Document Map on the left link to the correct part of the document - simply click on the heading in which you are interested.

· The Content list below also links with a click.

· Throughout this document there are links to other separate documents – these are marked as blue and underlined.  When clicking on these links the new document will be opened leaving the current document open underneath.

Health & Safety File         


O&M Information 

Architectural elements


HYPERLINK  \l "_Contents_of_Mechanical_Section"

Mechanical elements

Electrical elements
Back
25. Introduction

Contents of Drawings and certificates Volume The purpose of this manual is to offer the personnel concerned with the operation and maintenance of the services within the building, maximum assistance in the performance of their duties. It is intended that this manual will be used to assist skilled engineers, experienced in the operation and maintenance of building services and associated systems and to provide them with a working knowledge of the various systems installed within the project.

All information contained herein is valid at the time of preparation and the date of issue. Changes arising in building usage, legislation etc. will necessitate revisions to be made in order to retain the manuals validity and usefulness. Any such revisions should be recorded in the Health & Safety File. 

It should be noted that this manual is not intended to supersede or conflict with any standard maintenance/inspection routines already in use for the base build system.

This section of the manual contains hyperlinks to all of the drawings and certificates issued by:

Architectural services suppliers and subcontractors where deemed necessary

Mechanical services contractors
Electrical services contractors
For electrical drawings and certificates please select this link
For mechanical drawings and certificates please select this link
For architectural drawings and certificates please select this link






	Health and Safety file
	Copyright GB Group
	2



