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Introduction

1. MOD has a moral and legal responsibility for the health and safety of visiting workers, contractors and visitors while they are on MOD premises. HQ LAND Forces has published Standing Order (SO) 4600 on this subject which overseas commands are expected to follow in so far as is reasonably practicable, accounting for differences in local procedures.   
2. This Leaflet of the BFG SHEF Manual meets the local procedure requirement of LAND Forces SO 4600 and  complies with the relevant national laws, References A to D as well as with the overarching MOD Instruction in JSP 375 at Reference F.  It has been accepted by BFGs Host Nation SHEF Regulators. 
3. The arrangements in this Leaflet are known as the ‘4Cs Management System’ or, very briefly, the ‘4C’s’. It is designed to ensure that, when effectively implemented, the health, safety and well-being of all visiting workers, contractors and visitors should not be affected adversely by their activities of that of others. The 4C’s principles require that all employers must co-ordinate with each other to ensure that preventive and protective control measures are in place to protect visiting workers and contractors. The system requires that different parties at shared establishments who commission work or invite visiting workers or contractors must co-operate with each other. The system must communicate health and safety information, keep it up to date and share all relevant information with visiting workers and contractors and other visitors who are potentially at risk.


4. This Leaflet applies to all barracks or establishments in BFG, including their tenants, lodgers, contractors and other visitors. A glossary of terms used in this leaflet is at Annex N.

5. The Leaflet is for the use of Commanding Officers
 (COs) and the staff they appoint to fulfil the 4Cs management system roles. These staff, whose primary role may not be that of a full-time Health and Safety practitioner, must have a working knowledge of basic Health and Safety responsibilities and the ability to conduct and act upon risk assessments
. There is no specific requirement for knowledge or experience of technical matters; these are the responsibility of the ‘host’ as defined later in Paragraph 16 below and at Annex D of this leaflet.
  

6. This Leaflet is to be complied with by those who have been appointed by their CO to conduct the role of either 4Cs Duty Holder (4CDH) or Area Custodian (AC). The roles of the 4CDH and AC are explained later in this Leaflet. Not all COs will be required to appoint a 4CDH.

7. This Leaflet is also for those who act in an advisory or audit capacity within the BFG such as Garrison or HQ BFG Safety, Health & Environmental Protection Staff. It will inform the audit process in assessing the effectiveness of a 4Cs Management System at or within any BFG Establishment.


8. COs of all BFG units and establishments
 must ensure that they comply with the statutory and mandatory requirements by establishing a 4Cs Management System as set out in this Leaflet. Further advice and assistance is to be sought from Garrison SHEF Focal Points.


Aim


9. The aim of this Leaflet is to provide COs with a safety management system to enable them to comply with their moral and legal responsibilities for the health and safety of visiting workers, contractors and visitors, appropriate to the level of risk on their site.


The 4Cs underlying principles


10. Effective application of the 4Cs Management System will reduce the likelihood of harm or damage arising from the actions of MOD staff, visiting workers and contractors working on MOD sites. 


11. Every establishment in BFG must have a safety management system that:


a. Identifies all significant hazards, evaluates the risks and implements mitigating control measures.


b. Ensures establishment entry control procedures are conveyed by provision of instructions during pre-start meetings and briefings including guidance, where appropriate, on the subsequent internal movement of visitors and contractors to their point of contact.


c. Communicates awareness of all relevant hazards and risks.


d. Co-ordinates and co-operates with all visiting workers, contractors and other visitors.


e. Ensures that the health, safety and well-being of all visiting workers, contractors and other visitors are not adversely affected by the activities of others. 

Roles & Responsibilities

Garrison HQ.  
12. Garrison HQs are to ensure that:

a. Each Barracks within their ADMINCON area has a unit appointed to lead for the 4Cs Management System and to appoint a 4CDH. Garrisons must ensure that no area is left without 4CDH coverage.
b. They maintain a register of all 4CDH appointments and have an effective management system to assure that competent post holders are in place.  
c. That details of their 4Cs arrangements are shared with DE(E) and kept up to date.
Commanding Officer

13. The 4Cs site safety responsibilities of COs are at Annex A. The CO is to appoint, in writing, a competent person as the 4 CDH. The letter of appointment format is at Appendix 1 to Annex A

4C Duty Holder (4CDH)

14. The 4CDH is a competent manager, formally appointed by name in writing by the CO . The 4CsDH manages the overarching procedures for visiting workers, contractors and other visitors. The responsibilities of the 4CDH are at Annex B.   
Area Custodian (AC)
15. The AC is a competent person formally appointed by a CO, in association with the 4CDH, to compile Area Hazard Registers for a specific area, function or asset type, and who liaises with hosts, visiting workers and contractors. The AC is considered to be the key person in the 4Cs system and is responsible for ensuring the 4CDH is notified of all activities taking place within their area of responsibility. The 4Cs responsibilities of ACs are at Annex C.

Host
16. A host is any person who through financial authority or as part of their job requests or arranges for a visiting worker, contractor, or other visitor to attend or carry out activities for them at an Establishment. A host is also anyone who sponsors or invites a visitor to the Establishment. The 4Cs responsibilities of Hosts are at Annex D.
Visiting Workers
17. A visiting worker is any person not normally working in the area where they are to undertake a task; this includes people not normally employed at the location concerned. Examples include military or civilian personnel from a different site as well as consultants and contractors of all types i.e. telecoms or construction.
Transient/Occasional Worker
18. A transient worker is any person or worker who may be visitor and who may also arrive unannounced or out of normal working hours. Examples include: delivery drivers, office equipment service engineers, catering or cleaning contract staff.


Contractors

19. A contractor is any organisation engaged through a contract to undertake or provide services on behalf of the MOD, regardless of financial recompense.
20. On the basis of a contract with Defence Infrastructure Organisation, Babcock Support Services Germany (BSSG) took over a considerable part of technical works services (Facility Management) which previously been provided by civilian staff directly employed by British Forces Germany. The responsibilities regarding Health and Safety at Work for BSSG employees lie with the Gewerbeaufsicht (Labour Inspectorate) and the Verwaltungs-BG (Institution for Statutory Accident Insurance and Prevention in the administrative sector). 

21. With regard to compliance with the BFG 4Cs requirements, persons directly employed by BSSG are to be afforded the same duty of care as afforded to all civilian staff directly employed by British Forces Germany. As BSSG employees carry out routine, regular and repetitive tasks on a day-to-day basis, Steps 1 & 2 of the BFG SHEF Manual, Leaflet 4 – Visitors Trifold Handout at Annex H (English) or Annex I (German) may be covered by a periodic briefing given by the Host. However, ALL personnel must report to the relevant Area Custodian within the area where the work is to be carried out and report back when complete (see Steps 3 & 4 of the Trifold Handout); reporting includes booking in and out using the format at Annex J. The health & safety of ALL personnel and exchange of safety information are primary objectives.
22. All sub-contractors working for BSSG are to be afforded the same duty of care as for all other contractors and control measures as set out in this leaflet are to be applied equally. This means that all Steps in the Trifold Handout must be complied with. It is the duty of BSSG to fully brief any sub contractor employed by them on the reporting requirements of the BFG SHEF Manual Leaflet 4 (4C's) and inform the unit 4C's Officer of the intended visit/work.
The 4Cs Management System
23. The 4Cs Management System consists of four steps, clearly detailed at Annex E.

Instructions to contractors and visitors – Handout
24. A list of generic H&S Instructions which units should issue to contractors and visitors is at Annex F in English and at Annex G in German.  
25. An alternative trifold handout for visitors is in English at Annex H and in German at Annex I. Unless producing their own equivalent or better information, units are to use either the generic list or the trifold handout to inform and brief their visitors. The chosen format is to be extracted from the manual and adapted for local use. The essential point is to make sure that visitors know what to do and giving them one of these handouts is a proven way of ensuring this.  

Booking in and out form

26. A generic booking in and out format, with worked examples, is at Annex J. It is recommended that units follow this or a similar local system. It is a matter for units to decide how the form is to be used and some may need to use this at the point of entry and also at the contractors/visitors place of work. The essential element of access, egress control and incident reporting are to be captured in written documentation which must be archived for 3 years in the event of a retrospective claim. 

Notice Board Information for Contractors and visitors

27. Notice board information for contractors and visitors is at Annex K.  

Guidance Notes
28. A list of General Notes is at Annex L.

The 4Cs communication process
29. The 4Cs communication process is illustrated in the chart at Annex M.
Hazard Register
30. A worked example of a Hazard Register is at  Annex N.
Glossary of terms
31. A glossary of terms is at Annex O.
Training
32. The Unit Safety Advisors (USA) course includes instruction on 4CDH responsibilities. As each unit is mandated to have a USA, there should always be an officer with 4CDH systems awareness and training in a unit.

Accident / Incident Reporting & Investigation
33. Units are to report all accidents, incidents and near misses to the AINC whether occurring to MOD personnel (military or civilian) or to visiting workings, contractors or other visitors.


34. The AINC reporting and investigation procedures are detailed in this Manual at Part 2, Leaflets 1 & 2. The AC and 4CDH must ensure that all accidents and incidents are also reported to their USA and GHSWA for local action where necessary.
Further advice
35. The General Guidance Notes at Annex L set out the essential principles which are particularly commended to anyone with a managerial role in this field. In addition, professional H&S staff at Garrison HQ and at HQ BFG can provide further advice.

Annexes: 

Annex A
CO’s Safety Management Responsibilities.

Annex B
4CDH Responsibilities.

Annex C
AC Responsibilities.

Annex D
Host Responsibilities.
Annex E
4Cs Management System.

Annex F
H&S Instructions for Visitors & Contractors (English Version)
Annex G
H&S Instructions for Visitors & Contractors (German Version)


Annex H
4 Cs Visitors handout in trifold format (English Version)

Annex I
4 Cs Visitors handout in trifold format (German Version)

Annex J 
Booking in and out format

Annex K
Notice Board Information for contractors and visitors

Annex L
General Guidance Notes. 
Annex M
Communication Process Chart.

Annex N
Hazard Registers.

Annex O
Glossary of Terms.
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Annex A - CO’S Site Safety Management Responsibilities

CO’s Site Safety Management Responsibilities

1. The CO’s site safety management responsibilities include, as a minimum:


a. As directed by Garrison HQ to appoint by name personally, in writing - a 4Cs Duty Holder(s) (4CDH).  A draft letter is at Appendix 1.  This letter must be copied to the head of the local DE(FM) Office and to Garrison HQ for the SHEF FP.
b. Ensuring that Area Custodians (AC) are appointed as required. 

c. Ensuring that safety management arrangements are in place through a relevant, efficient and effective application of the 4Cs Management System modified to suit BFG and based on this Leaflet, that delivers suitable and sufficient control through co-operation, co-ordination and communication with all hosts, visiting workers, contractors and other visitors.


d. Ensuring that integrated general and site risk assessments are conducted and an Establishment Hazard Register is maintained. These must be made available to all visiting workers, contractors and other visitors as well as site personnel routinely occupying the area.


2. The safety management arrangements should:


a. Highlight to a particular host where applicable, any hazard or activity creating a risk that is not within the CO’s control.


b. Notify known general and site hazards and risks to hosts where applicable and visiting workers, contractors and other visitors, prior to the commencement of their activity.


c. Establish and maintain suitable arrangements to deal with emergencies on the site and ensure that they are routinely practiced.


3. Ensure that arrangements are in place for all visiting workers, contractors and other visitors to receive an up to date health & safety briefing providing information on all local hazards and risks within the area where any work is proposed including emergency and disaster arrangements, prior to any work commencing.


4. When appointing the 4CDH the CO must take into account the size and complexity of his Establishment, and the relationship with other site occupants, such as schools, NAAFI, DLO, ISS(G), DTE(G) and other Agencies etc.   Where a Garrison has a remote Station or Unit under command, a separate 4CDH may be appointed for that part. The overall aim is to ensure a sensible and simple alignment of safety responsibilities, ensuring full coverage.  

5. The CO is required
 to publish a written statement with respect to the health and safety of the unit’s employees, and the organisation and arrangements in place for executing the requirements of that statement. A copy of this statement must be displayed and made available on demand to all hosts, visiting workers, contractors and other visitors. 


6. The CO must establish, and chair, a Site Safety Committee which includes appropriate representation from such roles as DE - FM, GWA, PM, USAs, J4 Estates Requirements Manager, 4CDHs, ACs, Unit Fire Officers, and others where deemed appropriate with safety responsibilities on the Establishment. This committee must meet at least twice a year but may need to meet more frequently depending on the complexity of the works taking place on an Establishment at any particular time. Alternatively, the 4Cs management system may form part of the unit/Gar SHEF committee as a standing item on the agenda. 


7. The CO must review annually the safety management arrangements, or earlier when significant change occurs.


8. It is not a COs responsibility to host
 any visiting workers, contractors and other visitors on behalf of other hosts. This could expose all parties to unnecessary risk.  Where such arrangements are requested, unit personnel must report the issue and seek further advice from USAs or the Garrison SHEF Staff.  

Appendix:

1.
Draft COs letter of Appointment of Site 4Cs Duty Holder 

Leaflet 4
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Annex A - Appendix 1 - Draft COs letter of Appointment of Site 4Cs Duty Holder 

To:  Rank, Name and Appointment
Copy to:  DE(FM) head of local office


      Garrison HQ for SHEF FP

LETTER OF APPOINTMENT AS A 4Cs DUTY HOLDER

References:

A.
BFG SHEF Manual Leaflet 4.

1. I attach great importance to ensuring that everyone who works in or visits ………..Barracks can be assured it is a safe environment. In accordance with Ref A, I appoint you as the 4Cs Duty Holder of ….Barracks with immediate effect/effect from …………


2. You are to support me in my Health and Safety duties towards all personnel including contractors and other transient workers and visitors in accordance with the extant edition of the BFG SHEF Manual and in addition any further direction I may give you.  You are to plan and implement all necessary procedures to ensure that the 4C arrangements, in relation to proper co-operation, co-ordination, communication and control, are in place, and that site hazards and associated risks that such hazards present are mitigated in an effective and efficient manner.


3. I shall fully support you in your duties and wish you to report to me through regular SHEF meetings, and immediately when significant safety events occur or when you judge that my guidance is required.


4. I shall provide the necessary training that you and your assistants may require, so that you can fulfil this role effectively and competently. 


5. I shall include this role in your Job Specification
 (and acknowledge this work in your annual appraisal
])


Signed

Name, Rank 
Commanding Officer







Date………………….
Note; this letter must be signed in person by the Commanding Officer. This duty is not to be delegated. It is subject to audit.
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4C DUTY HOLDER (4CDH) RESPONSIBILITIES

1. Each Barracks must have a 4CDH who is appointed to that role, in writing, by the CO as directed by Garrison HQ. The 4CDH must carry out all safety duties allocated to the CO.


2. All Establishments must use the title of ‘4Cs Duty Holder’ as this is the duty holder nomenclature agreed throughout MOD and by its contractors. The name and contact details of the 4CDH must be made available to all hosts, visiting workers, contractors and other visitors by the hosts and included in all pre-start meetings and Establishment briefings by ACs. 
3. Each 4CDH must have a deputy so that there is 4Cs management representation during all working hours.


4. The 4CDH should work with managers throughout their area of responsibility to identify suitable AC nominees to ensure all site assets are covered collectively by the appointed ACs when in post. 

5. Where a Barracks is small or has few safety hazard and risk implications as determined by risk assessment, the 4CDH may also fulfil the role of sole AC.


6. The 4CDH does not need to be a subject matter expert nor have technical skills, because the role is primarily one of managing the 4Cs system. However, the post holder must have access to competent H&S support and advice.


7. The duties of a 4CDH can be summarised into five key areas:


a. Emergency preparedness.  The 4CDH must ensure that arrangements are in place to deal with emergencies and that all relevant parties including visiting workers, contractors and other visitors are aware of such arrangements through local Establishment safety and emergency briefings via hosts or at the place of work by the ACs.


b. Identification of hazards.  The 4CDH must combine all Area Hazard Registers into an Establishment Hazard Register, which must be available to all visiting workers, contractors and other visitors as well as personnel routinely occupying the area. This will assist in ensuring that all fully understand the potential hazards and risks that they may be exposed and which may have an effect on any work they propose to carry out within the site. 


c. Communication of hazards and risks.  The 4CDH must ensure that systems are in place for visiting workers, contractors and other visitors to receive a relevant site safety briefing (usually via the AC) to understand the nature of the hazards and risks in their work or visit area. Such briefings must:

(1)
Take place prior to any commencement of work; 

(2)
Ensure that all hazards in specific work areas are identified and explained;

(3)
Include daily changing hazards, Emergency and Disaster Plans, and evacuation procedures. 
d. Notice Board Information.  A notice board sign for the information of contractors and visitors showing details of the 4CDH and AC is shown at Annex K of this leaflet. The 4CDH is to ensure that this notice is displayed in the Guardroom and on notice boards and as widely as possible throughout the Establishment wherever contractors or visitors may need to see this advice. In many cases it may be sensible to display the information inside the entrance of each building.


d. Interfacing duties with DE- FM, GWA, GCA and other Contractors.   The 4CDH is responsible (usually via the AC) for ensuring information is provided on hazards and risks relating to the area where the proposed work will be carried out.  The 4CDH is not responsible for any technical hazards or aspects of the work, unless already responsible for a technical facility.  A host, typically the DE - FM, GWA, PM or the GCA is responsible for communicating technical information involving hazards and risks and for ensuring visiting workers, contractors and other visitors are competent and comply with laid down procedures including work quality, via appropriate ‘Safe Systems of Work’ as described in the BFG SHEF Manual at Leaflet 27. This will include personnel that routinely occupying the work area. 


e. Feedback and co-ordination.   The 4CDH must ensure that regular feedback from MOD customers personnel, especially the ACs, on the safety performance of hosts, visiting workers, contractors and other visitors is gathered and assessed, and failings reported to the main players such as DE(E) or other lodger organisations as appropriate so that refinement and improvement can continually be achieved.
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AREA CUSTODIAN RESPONSIBILITIES

1. The Area Custodian (AC) must be a competent person, formally appointed by the Chain of Command in association with the 4CDH, who is responsible for compiling the Area Hazard Register (see Annex K) for a specific area, function or asset type, and who liaises with visiting workers, contractors and other visitors.  Each AC must have a deputy so that there is 4Cs management representation during all working hours.


2. The AC does not need to have technical skills, although the AC must have sufficient knowledge about their specific area to compile the Area Hazard Register and the ability to liaise with visiting workers, contractors and other visitors.  The AC must have access to competent H&S support and advice.


3. The title of ‘Area Custodian’ may be altered to account for local custom or existing responsibilities, eg Building Custodian / Manager. However, the responsibilities set out in this Leaflet may not, be altered. Visiting workers, contractors and other visitors must be informed by their host or the 4CDH as appropriate of the AC for the area where work is planned, proposed or visited, prior to the work commencing.

4. In order to assist the management of a large or complex site it is helpful to divide the site into manageable geographical / physical assets, known as 4C Areas, ‘owned’ by an AC.  Where a Unit is small or has few safety hazards implications, the 4CDH may also be the sole AC.


5. Normally a 4C area would correspond to a functional boundary, eg sub-unit lines, Workshop, Department or Mess, where all activities and/or assets within the area fall within the responsibility of one AC. The aim is to establish realistic boundaries where Building Custodian / Manager cover is already in place or requires minimal reorganisation to achieve. Other divisions could be:

a.   
 Building, or part thereof (e.g. a boiler room), pump house or a group of buildings.  

b.    
A structure or asset, such as masts, chimneys, towers, bridges, tunnels, external areas (including road networks), ranges, airfields, jetties, storage yards etc, including over ground and underground services.


c     
Specific area of functional competence such as Fire Safety, Fuels, Radiation or Munitions.

6. Whether an AC “is responsible for one or more 4C Areas depends on such factors as:

a. Existing management demarcations and arrangements.


b. The ability of the AC to control the Areas or Functions.


c. The physical proximity of the Areas or Functions.


7. When the 4C Areas have been defined, Establishment Site Plans must be produced that identify the areas and their boundaries. A list of the AC(s), must be held centrally by the 4CDH, DE (FM) and the Guardrooms. The ACs must also be aware of adjoining boundaries and ACs therein.

Key duties of an AC

8. The AC duties include these key areas:


a. Identification and registration of hazards.   The AC must identify, compile and maintain an Area Hazard Register, and ensure that the general and site-specific risk assessments that underpin the register’s information are current and included. This should be done in conjunction with personnel who are competent to identify the hazards and evaluate the risks within the area eg. technical personnel from DE, the USA or GHSWA. The 4CDH will combine all Area Hazard Registers into one Establishment Hazard Register.
b. Communication of hazards and risks.  The AC must be aware of all safe systems in place within their area of responsibility so that they can provide a relevant site safety briefing to visiting workers, contractors and other visitors explaining the nature of the hazards and risks therein and contribute to such briefings as required.  The hazards and risks will be mainly contained within the Area Hazard Register but may also include any short-term daily changing hazards. They must also include information on the Site Emergency and Disaster Plans, and evacuation procedures. The briefings must take place prior to the commencement of any work in the area. 


c. Interfacing duties with DE- FM, GWA, GCA and other Contractors.   The AC is responsible for providing hazard and risk information within his competence and as recorded on the Area Hazard Register as stated above. The AC is not responsible for any technical hazards or aspects of the work, even where they are responsible for a technical facility within their area (eg. an on-site water or sewage works). The host, typically DE-FM, GWA, PM, the GCA and other contractors is responsible for communicating technical hazards and risks and for providing information (eg ‘Safe Systems of Work’) that will assist the visiting workers, contractors and other visitors and contribute to their general health and safety as a whole. 

d. Feedback and co-ordination.  The AC must contribute to the feedback on the safety performance of hosts, visiting workers, contractors and other visitors and assist the 4CDH to ensure information is gathered and assessed, and failings reported to DE-FM, GWA, PM, the GCA or other lodger organisations as appropriate. The AC must be satisfied that the booking in and booking out system shown at Annex J  is in use and that whenever an incident is reported it is followed up correctly. 
e. Notice Board Information. A notice board sign for the information of contractors and visitors showing details of the 4CDH and AC is shown at Annex K of this leaflet. As AC is to ensure, on behalf of the 4CDH,  that this notice is displayed wherever contractors or visitors may need to see this advice. In many cases it may be sensible to display the information inside the entrance of each building.
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HOSTS RESPONSIBILITIES

1. The host is the person or organisation responsible for arranging and inviting visiting workers, contractors and other visitors onto the Establishment. The host must work within the structure of this leaflet and within the requirements of host nation standards at Reference D and MOD Safe Systems of Work at Reference C.

2. The term also applies to those inviting in, or sponsoring, office visitors and such others as sports teams, mess guests and families. Examples of typical hosts include:


a. Defence Estates (Europe) (eg. DE-FM, GWA and PM).

b. Defence Training Estate (Germany).

c. German Construction Administration.

d. Principle Contractor.

e. Other MOD organisations eg ISS(G), SCE, DLO, NAAFI etc.


f. Lodger Units.


g. Any manager either directly requesting visiting workers, contractors and other visitors to attend, or sponsoring a visitor.


3. The host must clearly identify all aspects of the proposed work, to the visiting workers, contractors or others that they are about to appoint in order to allow evaluation and assurance that they are competent to undertake the task(s) required.

4. They must ensure arrangements are in place to protect the health, safety and well-being of their visiting workers, contractors and other visitors as well as personnel routinely occupying the area where they intend to carry out a work task or visit, as far as is reasonably practicable.

5. Hosts must ensure that arrangements are in place to decide what level of safety briefing would be appropriate for their visiting workers, contractors and other visitors and arrange with the AC in the first instance or the 4CDH where appropriate before any work commences on site.


6. The host must ensure that arrangements are in place to notify the AC in the first instance or the 4CDH where appropriate, of the arrival details and briefing requirements of any visiting workers, contractors and other visitors. Where, in the case of new contractors or short-term visitors, the host must ensure they are permitted/authorised to enter the barracks and are advised to contact the AC on arrival at the proposed place of work immediately, before starting any work activity.  


7. The host must advise any of their visiting workers, contractors or others that they must consider, prior to any work commencing, whether an additional Risk Assessment is required over and above those prepared for their proposed work activities, where there are other specific site activities taking place that may have an effect on their work task. In order to make that decision, the host must ensure that the visiting workers or contractors have advised their personnel to consult with the relevant AC in the first instance (or 4CDH where appropriate) so that the relevant Area or Establishment Hazard Registers is checked. Any additional control measures required as a result of this consultation must be considered and implemented where reasonably practicable. The AC must also advise the 4CDH of any such additions or changes in requirements before the work commences.
8. Hosts must consider, or ensure their visiting workers, contractors and other visitors consider, whether the scope of work requires the use of specific ‘Safe Systems of Work’ such as MOD Safety Rules & Procedures  which may include liaison with Authorised Persons and the need to obtain formal Permits to Work.  

9. Hosts must ensure that their visiting workers, contractors and other visitors pay particular attention to the mandatory procedural requirements to ensuring that any ‘digging’ or ‘excavation work’ or ‘hot work’ activities such as welding, grinding, or use of flame or heat are only carried out with the approval of the MOD responsible person and with the knowledge of the AC or 4CDH where appropriate.  


10. Hosts must ensure that the visiting workers, contractors and other visitors are aware of their responsibilities in accordance with German and UK legislation as shown at the References and that they comply with all agreed standards and procedures i.e. the use of personal protective equipment (PPE) and adherence to safe systems of work etc.

11. Hosts must ensure that visiting workers, contractors and other visitors advise their EMPLOYEES of their responsibilities in accordance with German and UK legislation and that they comply with all agreed standards and procedures whilst on site including their duty of care to others.

12. Hosts must always consider the safety performance of their visiting workers, contractors and others and report any shortcomings and/or failings in their work practices or compliance with laid down standards or procedures to the AC or 4CDH.

13. Hosting is not the responsibility of any CO unless for their own invited visitors under their direct control.

14. In the case of work conducted through DE, the GCA fulfils the role of Agent and host to the working visitors, contractors or other visitors they employ. As such, they have administrative contractual control but limited functional control of site activities.
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Annex E – The 4Cs Management System 

THE 4Cs MANAGEMENT SYSTEM

The 4Cs Management System consists of four steps. The guidance below should be used to arrange a pragmatic, compliant, system that suits local conditions. It will be used to audit those arrangements. 

	
	STEP 1 – Co-ordinate and Define

STEP 2 – Assess and Communicate

STEP 3 – Co-operate and Inform

STEP 4 –  Control and Verify 
	


	STEP 1 - Co-ordinate and Define

	1.   There must be local co-ordinated procedures to ensure visiting workers, contractors and visitors know which 4CDH is responsible for which Establishment, and which AC is responsible for which area. The name and contact details of the CO and the 4CDH must be communicated to DE(E) FM, the GCA and to others organisations that may need to know. 

	2.   Where a Barracks has more than one main occupying unit then a lead unit is to be nominated for 4Cs management purposes by the Garrison HQ. The unit commander must formally appoint, in writing, a 4CDH from the lead unit.  The 4CDH must co-ordinate arrangements between all units and ensure the appointment of the ACs for each area. Where, in the judgement of the unit commander, more than one 4CDH was required and appointed, it is essential that formal arrangements be made so that they work together when necessary. In all cases, it will be a matter for local commanders to decide the most appropriate arrangements and who are the most suitable appointees.

	3.   Each Barracks must be divided into sensible and manageable 4C Areas to enable the efficient and effective management of the 4Cs system.

	4.   The AC manages a 4C Area and is responsible for co-ordinating with hosts, acting as a focal point and for sharing H&S information with visiting workers, contractors and other visitors where necessary.


	STEP 2 – Assess and Communicate

	1.   The AC, who may also be the 4CDH in the case of simple Establishments, is responsible for the collation of their Area Hazard Register and retains it as the master version. Any health and safety information relating to any hazards and risks within an area where work is proposed or actually being carried out must always be exchanged between the ACs and visiting workers, contractors or other visitors. Duties of the 4CDH and AC are at Annexes B and C respectively, and details of Hazard Registers are at Annex N.

	2.   The AC (or 4CDH) ensures that the Area Hazard Register is updated whenever there are changes. The revised Register must be communicated to those who require this information, and the 4CDH or AC must endeavour to publicise any significant changes via contractor and visiting worker briefings and/or pre-start meetings or briefings.  Site risk assessments should also be available to all from ACs and 4CDH. Seek further advice from the USA or Gar SHEF FP.

	3.   Areas determined by the 4CDH and AC to be high risk and requiring special controls must be clearly identified and communicated to hosts, visiting workers and contractors usually at pre-start meetings before visiting the Establishment. Special consideration must be given to these high-risk management controls (eg in the case of construction work – Safety Rules and Procedures (SR&Ps)). Further advice can be sought from the host, USAs, or Garrison SHEF FPs.  

	4.   The 4CDH must ensure that ACs have arrangements in place for visiting workers, contractors and other visitors to receive a relevant site safety briefing, normally at the area where the work is to be carried out. This briefing should also be made in the HN language if necessary.  The briefer (usually the AC) must ask the visitor to confirm that they understand the nature of any significant hazards and risks in their work or visit area. The briefings do not have to cover detailed safety procedures for the whole site, but must highlight relevant hazardous areas where the visitor is likely to go (ie MT or tank parks, HLSs, POL and refuelling areas). The briefings must occur prior to the commencement of any work, and include Emergency and Disaster Plan information and evacuation procedures.

	5.   All visitors (whether or not in MOD vehicles and/or with an MOD pass) or regular transient workers, must have prior knowledge of where they will be working before entering the Establishment and this must be provided by the FM, GWA, PM or other host during pre-start meetings etc. This information may be very short or may even advise visitors that there are no currently known significant hazards or risks on-route to their place of work. The information should be supplemented with a leaflet covering standard hazards and risks and Emergency and Disaster Plan procedures. 


	STEP 3 - Co-operate and Inform

	1.   The AC in the first instance, or 4CDH, where appropriate is responsible for interfacing with hosts, visiting workers, contractors and other visitors and must provide hazard information to all.  The AC or 4CDH is not responsible for supervising the technical aspects of the work; this is the responsibility of the host and/or their contractors.  The host (usually DE(E) or the GCA in respect of construction works) is responsible for ensuring the contractor’s competence, safety procedures and work quality. 

	2.   The visiting worker or contractor, together with their host where appropriate, must engage directly with the 4Cs system by noting the hazards and risks recorded in the Area or Establishment Hazard Register, and by responding to the specific briefings. The 4CDh and/or AC must ensure that the information notice at Annex K is properly and prominently displayed as and where necessary.

	3.   The visiting worker or contractor must advise the AC or 4CDH where appropriate, on how they propose to undertake their work in accordance with host nation standards or UK standards and the means (in simple terms) on how they intend to achieve the required outcome.   They must work within the controls that have been identified and agreed. A reminder here that the AC or 4CDH is not responsible for any technical matters. 

	4. It is the responsibility of the host, not the AC or 4CDH to ensure that contractors and visiting workers are competent to do the work and must ensure that agreed methods of work are applied and monitored correctly.  The host must ensure that visiting workers, contractors or other visitors are aware of their responsibility (usually at pre-start meetings) to produce task-specific risk assessments in accordance with host nation standards (ie ArbSchG and BetrSichV) or UK standards where appropriate before work commences. The host must also ensure that the visiting worker, contractor or other visitors when on site, gives due consideration to any additional hazards and risks that may be highlighted by the AC in the Hazard Registers presented to them.  This ensures that the risk assessment has taken adequate account of the actual work-site conditions.

	5.   Transient/Occasional Workers will not generally require a briefing each time they visit. However, each individual must be fully briefed before entering for the first time by their host (usually at pre-start meetings etc), at intervals thereafter whilst on site (usually by the AC), and whenever there is a change of circumstances, which they need to be aware. It is important that all people affected by the unannounced arrival of a transient worker are aware of such a possibility in their workplace.




	Step 4 - Control and Verify

	1.     The CO, together with the 4CDH, must review the following arrangements on a regular basis, at least annually:


a. The co-ordination and definition of 4C Areas or Functions. This process should also check for overlaps or gaps in coverage between units and establishments.


b. The risk assessments (general or site) that underpin Area and Establishment Hazard Registers.


c. The information that is communicated in briefings.



	2. The 4CDH and AC must carry out formal reviews of the respective Establishment and Area Hazard Registers every 12 months together with those who have a working knowledge of the hazards present (e.g. DE(E) FM, J4 Estates Requirements Manager). 


Annex F – H&S Instructions for Visitors and Contractors (English Version)

H&S Instructions for Visitors and Contractors (English Version)

As a visitor to or contractor working in ………..…….. (insert premises/barracks), you are required to comply with current German Legislation, and where applicable its UK counterpart, especially Health & Safety at Work and Road Traffic regulations. In particular, visitors have a responsibility for their own safety and must ensure that other personnel are not harmed as a result of their actions or omissions.

As a minimum the following instructions must be followed:

· The German Traffic Regulations (StVO) apply throughout the barracks to all forms of transport, including pedestrians and cyclists.

· The Barracks speed limit of (…….. insert kmh) must not be exceeded.

· Contractors are to report to (the Area Custodian) who is located in (……….insert address) to receive local brief on hazards and risks within the area of the intended work or visit. 

· Contractors and other visitors are to declare any processes they intend to carry out that may possibly endanger people or property. In particular contractors must comply with procedures for hot work or other dangerous processes requiring a permit to work.

· All safety signs and notices are to be complied with.

· Areas marked out of bounds or prohibited for access are not to be entered without specific prior permission from an authorised official.

· Access is not allowed in areas that require protective equipment to be worn or used without the permission of the area controller and the relevant protective equipment being worn or used at all times.

· Visitors are to report any hazards that may arise, or have arisen either from their actions or omissions or by others, to the (Area Custodian or 4CDH) 

· Report any injuries you have incurred to the (Area Custodian or 4CDH). For serious injuries, which require urgent treatment, telephone the relevant emergency number shown at the bottom of this page.

· In the event of a security alert follow instructions (given over the public announcement system and direction).
· Report any suspect packages, vehicles or activity to (the Guardroom).

· When entering buildings make a note of the location of any emergency exits and alarms.

· On the outbreak of fire proceed immediately to the assembly point or follow instructions given by local management or staff.

· Smoking is prohibited in all buildings.

Emergency Telephone Numbers from Military Network (From civilian line prefix with (……)

Fire:







  

 


Ext……..

Guardroom:






   




Ext……..

Area Custodian






 
  


Ext……..

4CDH







  




Ext……..

Injury (Civilian) German ambulance;



   



(0) 112……….

Injury (Military, UKBC or Dependant Personnel):
Medical Centre:   


Ext……

Health & Safety Advice: 




Safety Adviser 
 

Ext…....
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Annex G – H&S Instructions for Visitors and Contractors (German Version)

GESUNDHEITS- UND SICHERHEITSANWEISUNGEN FÜR BESUCHER UND VERTRAGSPARTNER
Als Besucher oder Vertragsdienstleister in …………….. (bitte Gelände/Kaserne einfügen) sind Sie verpflichtet, der aktuellen deutschen Gesetzgebung Folge zu leisten, und falls zutreffend, auch deren britischer Entsprechung, speziell hinsichtlich Gesundheit und Sicherheit am Arbeitsplatz und der Straßenverkehrsordnung. Insbesondere tragen Besucher die Verantwortung für ihre eigene Sicherheit und sind verpflichtet sicherzustellen, dass andere Mitarbeiter auf Grund ihrer Handlungen und Unterlassungen nicht geschädigt werden.
Mindestens folgenden Anweisungen muß Folge geleistet werden:
· Die deutsche Straßenverkehrsordnung (StVO) findet überall in den Kasernen bei allen Transportmöglichkeiten, einschließlich Fußgänger und Radfahrer, Anwendung. 

· Die Geschwindigkeitsbegrenzung auf dem Kasernengelände (bitte ……Stundenkilometer einfügen) darf nicht überschritten werden.
· Vertragsdienstleister sind verpflichtet, sich beim (AC) zu melden, der sein Büro in (bitte Adresse einfügen……..) hat, damit sie über örtliche  Gefahren und Risiken innerhalb des Bereichs der vorgesehenen Arbeiten oder des geplanten Besuchs unterrichtet werden können. 

· Vertragsdienstleister und andere Besucher sind verpflichtet, alle Arbeitsabläufe, die  möglicherweise Menschen oder Sachen beeinträchtigen könnten, zu melden. Insbesondere sind Vertragsdienstleister verpflichtet, Verfahrensweisen für das Arbeiten mit heißen Gegenständen oder für andere gefährliche Vorgänge, die eine Arbeitserlaubnis benötigen, Folge zu leisten.
· Allen Sicherheitsschildern und –hinweisen ist Folge zu leisten. 

· Bereiche, die gesperrt sind oder deren Zugang für Unbefugte verboten ist, dürfen ohne vorherige Sondergenehmigung eines Befugten nicht betreten werden.
· Zugang zu Bereichen, in denen das Tragen oder die Benutzung von Schutzausrüstung erforderlich ist, dürfen nur mit Einverständnis der Bereichsaufsicht betreten werden, wobei die entsprechende Schutzausrüstung ständig zu tragen oder zu verwenden ist. 

· Besucher sind verpflichtet, alle möglichen Gefahren, die aus ihren eigenen Handlungen oder Unterlassungen oder durch die anderer entstehen könnten oder entstanden sind, dem (AC oder 4CDH) zu melden.
· Melden Sie alle Verletzungen, die Ihnen zugefügt wurden, dem (AC oder 4CDH).  Bei ernsthaften Verletzungen, die dringend medizinisch versorgt werden müssen, rufen  Sie die entsprechende, unten aufgeführte Notrufnummer, an.
· Im Falle eines Sicherheitsalarms folgen Sie bitte den Anweisungen (Ankündigungen und Anweisungen über die Lautsprecheranlage).  

· Melden Sie alle verdächtigen Pakete, Fahrzeuge oder Vorgänge der (Wache).
· Wenn Sie Gebäude betreten, merken Sie sich den Standort der Notausgänge und Notrufstellen.
· Bei Ausbruch eines Feuers begeben Sie sich sofort zum Sammelpunkt oder folgen Sie den Anweisungen des Managements oder der Mitarbeiter vor Ort.
· Das Rauchen ist in allen Gebäuden verboten.
Notrufnummern aus dem Militärtelefonnetz
(Vom Zivilnetz, Vorwahl mit (…..).
Feuer:











Apparat…..
Wache:











Apparat…..

Wachleiter











Apparat…..
4CDH












Apparat…..
Bei Verletzung (Zivilbeschäftigte) den deutschen Rettungsdienst;


112

Bei Verletzung (Militärangehörige, UKBC, Dependants);  Medical Centre:

Apparat …..

Fachkraft für Arbeitssicherheit: 








Apparat …..

Annex H – 4 Cs Visitors trifold handout English Version

	The 4C’s Process 
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Step 1: 
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- Receive general site induction brief 

Step 2: 
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- Discuss detail of job and method of working 

- Exchange of known hazard information 
(Communication) 

- Review of Risk Assessment 

- Requirement for Permits to Work (Control) 

Step 3: 
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- Discuss detail of job and method of working (Co-operation) 
- Exchange information on particular site hazards 

- Exchange information on other activity in the area (Co-ordination) 
- Sign visitor’s log 
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Step 4:
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- Confirm job detailed in Step 2 as complete or otherwise (Control).
- Confirm any remaining residual hazards. (Communication) 
- Report any incidents/accidents/occurrences and sign out of visitors log. (Communication)
- Escorted off site.
On Completion: 

Note: On some sites, where the Host is not resident, Steps 1 & 2 may need to be reversed
	A demarcation agreement has been set up for my work area. Do these arrangements still apply? 
On some Establishments, where a formal demarcation agreement has been set up, some variation to these arrangements may be applicable. You should refer to the 4C’s Duty Holder for clarification. 

How will I know who the Area Custodian is? 
Your Host should be able to tell you who the relevant Area Custodian for your activity is. Some Establishments display “Area Custodian” signs outside the office of the post-holder. If there is doubt, you should refer to the 4C’s Duty Holder, whose contact details are given below. 

Site Contacts: 
The following contact numbers may be obtained from any military phone: 

FIRE or OTHER EMERGENCY: 112 or xxxx 

4C’s Duty Holder: xxxx 

[Name of FMO] Office: xxxx 

(Host for most maintenance activity) 
Guard Room: xxxx 

Establishment Safety Adviser: xxxx
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THE MOD 4C’S SYSTEM - A GUIDE FOR VISITING WORKERS AND CONTRACTORS 
Your safety, health and wellbeing whilst working on this Establishment is of key importance. This leaflet describes the arrangements to ensure your protection and the protection of those working around you. It applies equally to MOD staff and service personnel, as well as to all other visitors. Please take a few minutes of your time to read this through. If there are any questions it doesn’t answer, a list of contacts is given on the reverse, to whom you may refer for further guidance. 
So what are the 4C’s, exactly? 
MoD Establishments, due to the nature of activities undertaken, often present visitors with an unusual range of hazards. Many of these change on a daily basis. Equally, maintenance work and repair work can all introduce hazards of their own. Sometimes the two sets of activities can conflict. Effective safety management, therefore relies on the following principles: 

- That the work of different organisations is

 Co-ordinated 
- That different organisations Co-operate to ensure that work is carried out safely 

- That different organisations Communicate on safety matters 

- That, where there is a conflict of interest, that work is Controlled, to ensure respective tasks are carried out in a safe manner. 




	So how does it work? 
The person who invited you to this site is known as your Host. This may be an MOD member of staff, or a representative of one of the other organisations resident on this site. They are responsible for notifying the Guardroom / Security Post of your arrival. The Host is also responsible for ensuring that your work is managed in a safe manner. 

Step 1 – Arrival: 

When you arrive at the site, you will need to report to the Guardroom / Security Post, in order to gain entry to the site. Here, you will be given a general site briefing on the collective safety and security arrangements for the site (Fire evacuation procedure; Speed limits; use of cameras; mobile phones etc.) 

Step 2 – Report to Host: 

Once you have been admitted to the Establishment, you should report to your Host. They will discuss the detail of the job you have come to do, and your intended method of working. They may also need to see your Risk Assessment. The Host will also tell you if a ‘Permit to Work’ is needed for your activity. 

Step 3 – Report to Area Custodian: 

Each building or area on this Establishment is under the control of an Area Custodian. This may, or may not, be the same person as your Host. He or she is responsible for co-ordinating the day-to-day activity in any one area of the Establishment. They will advise you of any particular hazards in their area and let you know of any other activity taking place at the same time. They will also need to know what work you intend to carry out, to ensure that this does not conflict with any other local activity. You will also be asked to sign the visitor’s log. Once this discussion has taken place, you will be able to commence work. 

Step 4 -  Report back to Area Custodian
Once your work is complete then your must report back to the AC and confirm any residual hazards, incidents, accidents or occurrences and then sign out before being shown or escorted off site. 

A flowchart, describing this process is given opposite
	Other frequently asked questions: 

I’ve been called in to do an urgent repair. Hasn’t the Host done all this co-ordination and communication before I get here? 
Your Host should have pre-notified all relevant people of your arrival. However, he or she will not know how you intend to work, nor all the other activities happening on site at the same time. No job is so important that time cannot be taken to get these first steps right. 

I’m just a delivery driver / I just came here to attend a meeting. Do I need to go through all this? 
Where your work is unlikely to have an impact on anybody else, the general site induction given at Step 1 may be sufficient. Your Host will determine this. 

I’ve been in and out of this Establishment for years. Surely I don’t have to do this every time I come in? 
Where workers carry out routine or regular and repetitive tasks, some Establishments may allow for Steps 1 & 2 to be covered by a periodic briefing given by the Host. However, you will still need to report to the Area Custodian to exchange information on the day-to-day activity in the area in which you intend to work. 

I’ve been called in out-of-hours, and neither the Host nor Area Custodian is available. What am I supposed to do? 
This situation arises when responding to task that requires an urgent repair. You should only attempt to “make safe” or carry out such restoration work as is within your competence, and as has been agreed with your Host. If they are not physically present on site, further advice from your Host, should be sought by telephone.
	ESTABLISHMENT RULES: 
General Rules: 
No alcohol or drugs may be brought onto this site. 

Smoking is NOT permitted anywhere except designated outside areas. 

All persons employed on this site must display a valid establishment pass. 

Photography is not allowed. 

Bags, holdalls and boxes etc may not be left unattended at any time, except inside designated areas. 

Escorts are required for entry into any of the following:

Permits to Work: 
A Permit to Work MUST be obtained prior to carrying out any of the following activities: 

Excavation; Hot Work; work on electrical systems; work on fuel installations; work on boilers or other pressure systems; work at height; work in any manhole or confined space. (Contact your Host for details).

Rules for vehicles and road safety: 
The speed limit around the establishment is XX kmh 

Columns of marching service personnel ALWAYS have priority 

Parking is only permitted in designated areas. Grassed areas are out of bounds. 

Reversing delivery vehicles must always have a guide.


Annex I - 4Cs visitors trifold handout German Version
	Das 4-K-System 
Auftraggeber ruft Auftragnehmer an Standort
Schritt 1: 
Meldung bei Wache / Sicherheitsdienst
- Allgemeine Kurzeinweisung über den Standort 
Schritt 2: 
Meldung beim Auftraggeber
- Erörterung näherer Einzelheiten hinsichtlich der Arbeit und der 
  Arbeitsmethoden 
- Austausch bekannter Gefahreninformationen (Kommunikation) 
- Überprüfung der Gefährdungsbeurteilung 
- Arbeitserlaubnis/Arbeitsauftrag erforderlich (Kontrolle) 

Schritt 3: 
Meldung beim Bereichswart (Area Custodian)
- Erörterung näherer Einzelheiten hinsichtlich der Arbeit und der 
  Arbeitsmethoden (Kooperation)
- Austausch von Informationen über besondere Standort-
  Gefährdungen  
- Austausch von Informationen über andere Aktivitäten vor Ort 
  (Koordination) 
- Tragen Sie sich im Besuchertagebuch ein 
Fahren Sie mit Ihrer Arbeit fort
Schritt 4:
Meldung beim Bereichswart (Area Custodian)
- Bestätigen Sie, dass die in Schritt 2 festgelegten Tätigkeiten fertig gestellt 
  wurden oder Gegenteiliges (Kontrolle)
- Bestätigen Sie verbleibende Restrisiken (Kommunikation) 
- Melden Sie alle Vorfälle/Unfälle/Geschehnisse und tragen Sie sich im 
  Besuchertagebuch aus (Kommunikation)
- Sie werden aus dem Standort hinaus begleitet. 

Nach Fertigstellung: 
Hinweis: An manchen Standorten, wo der Auftraggeber nicht anwesend ist, können die Schritte 1 & 2 umgekehrt ausgeführt werden
	Eine Abgrenzungsvereinbarung ist für meinen Arbeitsbereich erstellt worden. Sind diese Vereinbarungen noch gültig? 
Bei einigen Organisationen, wo eine formelle Abgrenzungsvereinbarung erstellt worden ist, kann es sein, dass Abänderungen zu diesen vorgenommen werden müssen.  Sie sollten sich an den 4K-Diensthabenden zur weiteren Abklärung wenden. 
Wie kann ich in Erfahrung bringen, wer der Bereichswart ist? 
Ihr Auftraggeber sollte in der Lage sein, den für Ihre Tätigkeit zuständigen Bereichswart zu benennen.  Bei einigen Organisationen hängt das Schild "Area Custodian" (Bereichswart) außen an seiner Bürotür.  Wenn Sie sich nicht sicher sind, wenden Sie sich an den 4K- Diensthabenden, dessen Kontaktdaten unten aufgeführt sind. 
Kontakte am Standort: 
Die folgenden Kontaktnummern können von jedem Militäranschluss erreicht werden:  
FEUER oder NOTRUF: 112 oder xxxx 
4K-Diensthabender: xxxx 
[Name des FMO] Büro: xxxx 
(Auftraggeber für die meisten Instandhaltungstätigkeiten) 
Wache: xxxx 
Sicherheitsbeauftragter der Einrichtung: xxxx
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DAS 4K-SYSTEM DES MOD – HINWEISE FÜR BESUCHER UND VERTRAGSPARTNER  
Ihre Sicherheit, Gesundheit und Ihr Wohlergehen am Arbeitsplatz ist für unsere Organisation von allergrößter Bedeutung.  In diesem Faltblatt werden die Vorkehrungen erläutert, die Ihren Schutz und den von anderen, die um Sie herum arbeiten, gewährleisten sollen.  Der Anwendungsbereich erstreckt sich gleichermaßen sowohl auf alle MOD-Mitarbeiter und Militärangehörige als auch auf alle anderen Besucher.  Bitte nehmen Sie sich einen Augenblick Zeit, um dies durchzulesen.  Falls Sie weitere Fragen haben sollten, so befindet sich eine Liste der Kontaktpersonen auf der Rückseite, an die Sie sich zwecks weiterer Informationen wenden können. 
Was sind also genau die 4Ks ? 
Wegen der Art ihrer Aktivitäten bergen MOD-Einrichtungen oft einen ungewöhnlichen Umfang an Gefahren für Besucher.  Viele davon ändern sich täglich.  Gleichermaßen können Instandhaltungs- und Reparaturarbeiten jeweils ihre eigenen Risiken bergen.  Manchmal können sich die beiden verschiedenen Arten der Aktivitäten widersprechen.  Effizientes Sicherheitsmanagement beruht daher auf den folgenden Grundsätzen: 
- Die Arbeit verschiedener Organisationen sollte koordiniert 
  werden. 
- Verschiedene Organisationen sollten kooperieren, um zu 
  gewährleisten, dass die Arbeit sicher ausgeführt wird. 
- Verschiedene Organisationen sollten in Bezug auf 
  Sicherheitsangelegenheiten kommunizieren. 
- Bei Interessenskonflikten sollte die Arbeit kontrolliert 
  werden, um zu gewährleisten, dass die jeweiligen Aufgaben 
  auf sichere Art und Weise ausgeführt werden. 



	Wie funktioniert das also? 
Die Person, die Sie zu diesem Standort bestellt hat, wird als Auftraggeber bezeichnet.  Dabei kann es sich um einen MOD-Mitarbeiter handeln oder um einen Vertreter einer anderen Organisation, die sich auf dem Gelände befindet.  Dieser ist verantwortlich für die Benachrichtigung der Wache bzw. des Sicherheitsdienstes über Ihr Kommen.  Der Auftraggeber ist außerdem verantwortlich dafür, sicherzustellen, dass Ihre Arbeit sicher verrichtet werden kann. 
Schritt 1 - Eintreffen: 
Wenn Sie vor Ort angekommen sind, müssen Sie sich bei der Wache / dem Sicherheitsdienst melden, um Zugang zu bekommen.  Hier erhalten Sie eine allgemeine Einweisung über die gesamten Sicherheits- und Schutzvorkehrungen vor Ort (Evakuierungsmaßnahmen bei Feuer, Geschwindigkeitsbegrenzungen, Gebrauch von Kameras, Mobiltelefonen usw.). 
Schritt 2 – Anmeldung beim Auftraggeber: 
Wenn Ihnen Zugang zum Gelände gewährt worden ist, sollten Sie sich bei Ihrem Auftraggeber melden.  Er wird die Einzelheiten Ihrer Arbeit sowie Ihre geplante Arbeitsmethode mit Ihnen besprechen.  Er muss evtl. auch Ihre Gefährdungsbeurteilung sehen.  Der Auftraggeber wird Ihnen ebenfalls mitteilen, ob eine “Arbeitserlaubnis” für Ihre Tätigkeit benötigt wird. 
Schritt 3 – Anmeldung beim Bereichswart: 
Jedes Gebäude oder jeder Bereich an diesem Standort steht unter der Kontrolle eines Bereichswarts.  Dies kann, muss aber nicht die gleiche Person wie Ihr Auftraggeber sein.  Er oder sie ist für die Koordination des Tagesgeschäfts in jedem Bereich der Einrichtung verantwortlich.  Er wird Sie über alle besonderen Gefahren in seinem Bereich aufklären und über jede andere Aktivität, die gleichzeitig stattfindet, informieren.  Er wird auch wissen wollen, welche Arbeiten Sie beabsichtigen auszuführen, um sicherzustellen, dass dies nicht irgendeiner anderen Tätigkeit vor Ort widerspricht.  Sie werden auch gebeten, sich ins Besuchertagebuch einzutragen.  Wenn diese Besprechung stattgefunden hat, können Sie Ihre Arbeiten beginnen.   
Schritt 4 – Rückmeldung beim Bereichswart

Wenn Sie Ihre Tätigkeiten beendet haben, so müssen Sie sich beim Bereichswart zurückmelden und alle Restrisiken, Vorfälle, Unfälle oder Geschehnisse bestätigen und sich dann austragen, bevor Sie aus dem Standort hinausbegleitet werden.  
Ein Ablaufdiagramm, das diesen Prozess beschreibt, wird auf der gegenüberliegenden Seite gezeigt.
	Sonstige häufig gestellte Fragen: 
Ich bin gerufen worden, um dringende Reparaturen durchzuführen.  Hat der Auftraggeber nicht schon diese gesamte Koordination und Kommunikation vor meinem Eintreffen erledigt? 
Ihr Auftraggeber sollte die entsprechenden Leute vor Ihrem Eintreffen bereits informiert haben.  Jedoch wird er oder sie nicht wissen, wie Sie vorhaben, zu arbeiten und auch nicht über all die anderen Aktivitäten Bescheid wissen, die gleichzeitig stattfinden.  Keine Arbeit ist so dringend, dass diese ersten Schritte dabei nicht richtig befolgt werden können. 
Ich bin nur der Fahrer eines Lieferfahrzeugs / Ich bin nur zu einer Besprechung hergekommen.  Muss ich dies alles befolgen? 
Wenn es unwahrscheinlich ist, dass Ihre Arbeit Auswirkungen auf andere Personen hat, könnte die allgemeine Kurzeinweisung über den Standort in Schritt 1 ausreichend sein.  Ihr Auftraggeber wird dies entscheiden. 
Ich gehe seit Jahren hier ein und aus.  Sicherlich muss ich das dann nicht jedes Mal tun, wenn ich hereinkomme.  
Wo Arbeiter Routine- oder regelmäßig wiederkehrende Tätigkeiten verrichten, können einige Einrichtungen es erlauben, Schritte 1 & 2 durch eine periodische Unterweisung des Auftraggebers abzudecken.  Sie müssen sich trotzdem noch beim Bereichswart melden, um Informationen über die täglichen Arbeiten in dem beabsichtigten Tätigkeitsbereich auszutauschen. 
Ich wurde außerhalb der Geschäftszeiten gerufen, und weder der Auftraggeber noch der Bereichswart sind verfügbar.  Was soll ich tun? 
Diese Situation entsteht bei Auftragsübernahme bei dringenden Reparaturen.  Sie sollten nur versuchen, Sicherungsarbeiten oder Reparaturarbeiten innerhalb Ihrer Kompetenz durchzuführen und dies so, wie mit Ihrem Auftraggeber vereinbart.  Wenn er physisch nicht anwesend ist, sollte weitere Beratung durch Ihren Auftraggeber am Telefon eingeholt werden.
	FESTE BESTIMMUNGEN: 
Allgemeine Regeln: 
Auf dieses Gelände darf kein Alkohol bzw. dürfen keine Drogen eingeschleust werden. 
Das Rauchen ist NICHT gestattet, außer in den dafür speziell ausgewiesenen Außenbereichen. 
Alle Personen, die auf diesem Gelände beschäftigt sind, müssen einen gültigen Betriebsausweis sichtbar tragen. 
Fotografieren ist nicht gestattet. 
Taschen, Beutel und Kisten usw. dürfen zu keiner Zeit unbeaufsichtigt bleiben, ausgenommen in dafür speziell ausgewiesenen Bereichen. 
Zum Betreten folgender Stätten ist Begleitung erforderlich:
Arbeitserlaubnis / Arbeitsauftrag: 
Eine Arbeitserlaubnis / ein Arbeitsauftrag MUSS erteilt werden, ehe folgende Aktivitäten durchgeführt werden dürfen: 
Ausschachtungen; Arbeiten mit offener Flamme; Elektroarbeiten; Arbeiten an Kraftstoffanlagen; an Heizkesseln oder anderen Drucksystemen; Arbeiten in großer Höhe; in Kanalschächten oder beengten Räumen (kontaktieren Sie Ihren Auftraggeber wegen Einzelheiten).
Regeln für Fahrzeuge und Verkehrssicherheit: 
Die Geschwindigkeitsbegrenzung auf dem Gelände beträgt XX km/h. 
Kolonnen von marschierenden Soldaten haben IMMER Vorrang. 
Parken ist nur in dafür ausgewiesenen Bereichen erlaubt. Betreten von Grasflächen ist verboten. 
Rückwärts fahrende Lieferfahrzeuge müssen immer eine Einweisperson haben.


Annex J – Booking in and out format

4Cs Visitors Daily Guardroom/Dept Log for      (Insert Unit/Dept)      on  Date:________

(worked example which may be displayed for guidance – for actual use units must delete the blue text)
	SER
lfd. Nr.
	Contractor,  Firm- or Visitor Name

Name Vertragsnehmer, Firma oder Besucher

Enter all Names

Alle Namen eintragen
	Time IN

Betreten des Geländes / Gebäudes

Uhrzeit
	Host Organisation & Point of Contact to be visited 

Gastgeberorgani-sation und Ansprechpartner, der/die besucht wird
	Unit Safety Brief given to Contractor / Visitor by    (insert name)

Sicherheits-anweisung der Einheit an den Vertragsnehmer / Besucher durch
(bitte Namen eintragen) 
	Host POC Notified

(insert name)

Ansprech-partner des Gastgebers wurde benachrichtigt

(bitte Namen eintragen)
	Time OUT

Ver-lassen des Geländes / Gebäudes

Uhrzeit
	SIGNATURE of Contractor / Visitor     IN and OUT 

UNTERSCHRIFT Vertragsnehmer / 
Besucher bei

BETRETEN und VERLASSEN des Geländes / Gebäudes


	REMARKS 

BEMERKUNGEN

(Include any accident, incident, near misses or property damage reported by Contractor / Visitor
)

(einschließlich vom Vertragsnehmer / Besucher gemeldete Unfälle, Vorfälle, Beinaheunfälle oder Sachschäden
)

	01
	Fa. Schmitz

Heinz Totehose

Karl Tunichtgut
	0915
	DE Facilities Management Office / Herr  Meyer
	LCpl Bland
	DE (Herr Meyer)


	1630


	IN  Heinz Totehose
	Reported by Heinz T that Karl T was injured at 1620 hrs; tripped over own shoelace. Suspected broken nose. The local ambulance attended and took Karl T away. Details reported to 4Cs DH and Herr Meyer. See sep report.

	
	
	
	
	
	
	
	OUT  Heinz Totehose
	

	02
	Xerox

Jimmy Fixer


	0930
	RHQ RAO
	LCpl Bland
	RAO


	1130
	IN   Jimmy Fixer
	Jimmy F dropped a heavy box which rolled down the RHQ steps, narrowly missing the RSM.  No damage or injury caused. Reported to 4 Cs DH as a near miss. See sep report.

	
	
	
	
	
	
	
	OUT  Jimmy Fixer
	

	03
	F.a. Sparky

L Birne

S Fuse
	1003
	DE Facilities Management Office / Herr  Meyer
	LCpl Bland
	DE (Herr Meyer)


	1030


	IN L Birne
	Nothing reported
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Annex K – Notice Board Information for Contractors & Visitors
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Annex L – General Guidance Notes 

GENERAL GUIDANCE NOTES 

ACs, 4CDHs and other unit key personnel dealing with visiting workers, contractors and other visitors are:

1. To work within the requirements of this Leaflet.

2. To seek specialist advice, from their USA, GHSWA, Garrison SHEF FP or DE-FM as appropriate, where they are uncertain or do not possess the competence to make valid judgements relating to a particular aspect of a work task or situation.


3. To ensure that any visiting workers, contractors or other visitors accessing BFG sites have been pre-notified by the host or visiting worker/contractor directly and that in every case they contact the AC or 4CDH where appropriate on arrival at the place of work within the site. Guardrooms to be informed where necessary.


4. Not to operate outside of their area of competence/expertise in relation to the safety of visiting workers, contractors or other visitors. 


5. Not to be pressurised into allowing work to take place where there are any doubts over safe working practices and the competency of the visiting workers, contractors or other visitors.


6. Not to sign any documents, invoices, delivery notes, permits to work or any other documentation, unless fully authorized and competent to do so. If in doubt always, seek advice.


7. To continually review the arrangements for the management and control of visiting workers, contractors or other visitors to ensure, to the best of your knowledge, that they are effective.


8. Never to assume that contractors will follow ‘Safe Systems of Work’ and/or safe working practices i.e. Method Statements and Permits to Work. If something looks unsafe, it may well be the case.  

9. In cases of serious concern, not to be afraid to stop a job immediately if it appears that people or property may be in imminent serious danger because of unsafe work practices. In all other cases where it is suspected or appears that unsafe working practices are being carried out, seek advice immediately.

Leaflet 4

Annex M – 4Cs Communications Process 

4CS COMMUNICATION PROCESS
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Annex N – Hazard Registers 

HAZARD REGISTERS

1. Hazard Registers, which are pivotal in enabling the communication of hazards and control measures, are registers, which summarise known hazards that might present a significant risk to visiting workers or contractors. They assist the host, AC and 4CDH by highlighting identified hazards and risks within an area or the Establishment as a whole for any visiting workers or contractors.


2. Each defined 4C Area must have its own Area Hazard Register, which must be collated, communicated, reviewed, kept up to date and held by the AC.  The general and site risk assessments that underpin the Register’s information should be completed in conjunction with competent personnel able to identify and assess the risks of the site hazards presented. This may include technical staff from DE(E), their main contractors or others.


3. The Establishment Hazard Register is the compilation of all Area Hazard Registers. The 4CDH uses this central record of all hazards to determine and record the Establishment’s significant risks. All visiting workers, contractors and other visitors must be briefed on the hazards, risks and controls, have access to the Registers, and be provided with copies as necessary.


4. Hazard Registers must be reviewed regularly (at least annually) and amended if any details change. The amended Register must be passed to the 4CDH, and used to update the current records. Hazard Registers are required for all buildings including empty ones.


5. The Hazard Register is a controlled document. It must be marked with date and version number and only the latest version should be in circulation. Where the Registers are held in electronic format, the 4CDH must ensure suitable access and revision arrangements.


6. Examples of Best Practice elsewhere in MOD have proven the advantages of prominently displaying a simple record of the hazards beside the entrance door to each Area, for the information of all workers and visitors. In multi-storey buildings, the record should be on each floor if the hazards or owners are different.


7. The information displayed should include existing risk assessments, AC contact details and any specific health and safety notice, eg potential access problems, electrical isolations, permits to dig or working in confined spaces.


8. A sample of the alerting notice on blue card is at Appendix 1 and an example of information to be displayed is at Appendix 2

9. Copies of the Register must be made available to potential visiting workers, contractors and other visitors by the AC at the place where the work is to take place. 

Appendices:

1. 4Cs Area Hazard Register.

2. Hazard Classification List.
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Annex N – Appendix 1 - Typical Worked Example of 4Cs Area Hazard Register 

Note to USAs; this is a worked example. Do not copy it verbatim into your own instrs but use it as an example to populate your own area hazard register.
4Cs – AREA HAZARD REGISTER FOR AREA: ……………………AT: …….……….BARRACKS

	Authority
	Asset  No.
	Area Custodian (AC)
	Deputy AC
	4C Duty Holder

	Commander …..Garrison
	9/007

Main HQ
	Name : Richard Reade

Tel : 12345
	Name: Jane Smith

Tel: 54321


	Name : John Brown

Tel : 22955

Deputy : Danny Dan

Tel : 12568                       

	Date prepared

24. 10.07
	Last revised


	Last reviewed


	Date received by the 

4CDH – 24.10.07
	Issue No.

1
	Page No.

1 of 3


	Ref
	Location
	Activity or Fixed Asset – brief description
	Hazard 

Class


	Risk assess held by
	Precautions required by visiting workers (e.g. permits to work)
	Remarks (e.g. access requirement/equipment, risk to other areas)

	01
	Through

out
	Fixed 

Electrical

Infrastructure & Water Supply 
	ELECT

WSD

ASB
	AC


	Refer to drawings and RA held by AC


	Access to roof 4m above loading area, needs access equipment not supplied by MOD

	02
	In Store Roof Space


	Fixed

High level static water tank


	ACCESS

ASSIST

HEIGHT

CONF

WATER
	AC
	Refer to RA held by AC
	No fixed access equipment provided

	03
	Boiler Room
	Fixed

Boiler
	PRESS

ELECT

FIRE

NOISE

HEAT
	AC
	Refer to RA. Permit to work required from AP in compliance with DE SSW procedures (SR&P)
	Seek DE(E) FM Authorised Person who holds & issues PTW.

	04
	Ceiling tiles Room 2B
	Fixed

Asbestos Tiles
	ASB

CANCER

DUST
	AC
	No work on tiles without strict compliance with DE(E) SSW procedures. 

Refer to Asbestos Register (GOLD)
	Asbestos Register held by DE(E) FM.

Seek advice from DE(E) regarding compliance with SSW.                                                                                                                                                                                                     

	05
	Store A
	Activity

Handling/contact with various chemicals-nature & quantity varies
	HAZCHEM

EXPL

FIRE
	Store A Manager & AC
	Comply with access controls. Refer to COSHH Assessment and DSEAR assessment.
	DSEAR assessment to be completed by a competent person. Consult with Gar, Pet Insp  and DE experts.

	06
	MT Park
	Activity

Forklift trucks in operation
	VEH

IMPACT
	MT Manager & AC
	Refer to RA
	


UNLESS PROVEN OTHERWISE ASSUME THE PRESENCE OF ASBESTOS

TRANSIENT/OCCASIONAL VISITING WORKERS
Items 1& 2. Below cover known miscellaneous visiting workers in an area (NOT works contractors) who may arrive unannounced/out of working hours, and who do not need to receive an Induction from the AC on each visit:

	1.
The following people require only a standard establishment briefing by the host prior to arrival or by the AC on arrival at the place of work within the site:   i)   Delivery personnel  ii)  Personnel attending meetings etc.



	2.            The following people require additional briefing/induction (generally once only, except where changes occur):



	Visitor Type
	When visits possible
	Induction/briefing required

	Cleaners
	Daily except Sunday
	Initially by Host or by AC. But by AC where change occurs

	Refuse Collectors
	Daily
	Stadt contractors to be given local update by the relevant AC where necessary at the place of work.
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Annex N – Appendix 2 - Hazard Classification

HAZARD CLASSIFICATION

	Abbreviation
	ACTIVITY BASED

	CONF
	Confined spaces

	EXCAV
	Excavation work

	VOIDS
	Unguarded voids and openings in floors and structures

	HEIGHT
	Working at heights (over 2m)

	FRAG
	Access to or work on Fragile roofs

	ACCESS
	Hazards associated with accessing work area

	VEH
	Moving vehicles, pedestrian interface

	WATER
	Working in or over water or other liquids (not including diving)

	DIVE
	Under-water diving

	LIFT
	Lifting operations

	MAN
	Manual handling

	ULD
	Upper limb disorders

	IMPACT
	Collision with moving objects

	SLIP
	Slippery surfaces

	FALL
	Falling objects

	TRIP
	Tripping

	HEAT
	High air temperatures, hot surfaces

	COLD
	Low air temperatures, wind chill, cold surfaces

	VIB
	Vibration

	VISB
	Restricted visibility

	OTHER

	TRESP
	Trespassers

	OTHER
	Please describe

	ASSIST
	All visitors to be accompanied

	PLANT & EQUIPMENT AND INFRASTRUCTURE

	M/C
	Machinery with exposed moving parts

	PRESS
	Med. to high pressure containers and/or systems.  Compressed air and gasses

	TOOLS
	Hand tools, power tools

	SCAF/LAD
	Scaffolding and Ladders

	ELECT
	Electrical

	FIRE
	Including risk of spontaneous combustion

	GAS
	Gas installations

	WS&D
	Water supply and drainage

	COMM
	Communications equipment


	ENVIRONMENT

	NOISE
	Noise

	LIGHT
	Inadequate lighting

	VENT
	Ventilation

	WEATH
	Adverse weather (including flooding)

	(See Activity Based Hazard Class for heat/cold, trips/slips/falls & atmospheric pollution)

	ARTICLES & SUBSTANCES

	HAZCHEM
	Chemical

	BIO
	Biological agents

	ASB
	Asbestos

	DUST
	Respirable and inhalable dusts - May require DSEAR assessment

	CANCER
	Carcinogens

	ION
	Ionising radiation

	NONION
	Non-ionising radiation

	COM
	Combustible/flammable materials

	POL
	Petroleum Oil and Lubricants – May require DSEAR assessment

	EXPL
	Explosive materials - May require DSEAR assessment
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Annex O –  Glossary

GLOSSARY

	Title
	Definition
	Abbreviation

	4 Cs
	A MOD safety management system designed to ensure Co-operation, Communication, Co-ordination, and Control between all parties involved at a shared workplace, for the management of the health and safety of visiting workers, contractors and visitors.
	

	4 Cs Duty Holder
	The competent person appointed by a CO/HoE to manage the site Safety Management System. This title must be used and may not be renamed locally. 
	4 CDH

	4 Cs Area
	A sub-division of an Establishment conveniently designated for 4 Cs management purposes. Can be based on geographic boundaries or by asset type. Managed by AC.
	

	Area Custodian
	The person, conversant with hazards in his area, who is appointed to compile and manage the hazard register for a defined area of responsibility, and to liaise with visiting workers and contractors. See 4Cs Area above. This title may be renamed locally, eg Building Manager, whilst retaining this meaning.
	AC

	Area Hazard Register
	A concise summary of the significant hazards in a 4Cs Area, together with control measures and precautions required. 
	

	Authorised Person
	The Authorised Person is a suitably trained and experienced individual formally appointed to act as the subject matter expert in high-risk activities when specific authorisation is required in accordance with MOD Safety Rules & Procedures.
	AP

	Commanding Officer


	Person appointed by the Chain of Command to be responsible for Garrison / Station / Barracks / Establishment / Unit.  See also HoE.
	CO

	Contractor
	Any organisation engaged through a contract to undertake services on behalf of the MOD.
	

	Defence Estates (Germany)

Defence Training Estate (Germany) 


	Defence Estates (Europe)

Defence Training Estate (Germany)
	DE(E)

DTE(G)

	Defence Estates (Europe) Facility Manager
	The local representative of Defence Estates (Europe) with responsibility for the defined site.
	DE(E) FM

	DSEAR
	Dangerous substances and explosive atmosphere regulations.  Risk assessment required under these regs will be completed by competent person; normally by a specialist contractor on behalf of Defence Estates. Units will be given specific guidance by subject matter experts.
	DSEAR

	Duty Holder
	A competent person formally appointed with specific 4Cs responsibilities.
	DH

	Establishment Hazard Register
	The collation of all Area Hazard Registers into one document by the 4CDH. Copies held in the Guardroom and at the briefing point.
	

	Facilities Manager
	A DE(E) Head of Facilities Management for a given site or area with responsibility for works, either carried out by DE(E) Staff or contractors arranged through the GCA
	FM

	Focal Point
	SHEF FP: Person responsible for advising and monitoring on subject matter at HQ level.

Other FPs:  Persons responsible within an area or facility under the control of the AC (ie building occupant LM or supervisor).
	FP

	Hazard
	Something with potential to cause harm. This can include articles, substances, plant and machinery, methods of work etc. 
	

	Risk
	Risk is the combination of the likelihood of potential harm from the hazard being realised and the potential severity of the harm should it do so. The population, which might be affected, should also be considered.
	

	Head of Establishment


	Person appointed by the Chain of Command to be responsible for Garrison / Station / Barracks / Establishment / Unit.  See also CO.
	HoE

	Health and Safety
	Generic title, encompassing the health, safety and welfare of employees and others.
	H&S

	Host
	Any authorised MOD manager, or their representative, who requests a visiting workers, contractors or other visitors to carry out activities at an Establishment. The Host is the sponsor of a work or visit activity: all visiting workers, contractors and visitors will have an identifiable Host.
	

	German Construction Administration 


	The Host Nation government agency responsible for the management of contracted out construction works in response to orders placed by DE(E).  In North Rhine Wetstfalia this is the Bau und Liegenschafts Betrieb (BLB). In Lower Saxony it is the Städtisches Bau Amt (SBA).   
	GCA

BLB

SBA

	Safety, Health, Environment and Fire
	A generic title encompassing the management of those areas. 
	SHEF

	Site Specific Risk Assessment
	Risk Assessments produced by the Visiting Workers, Contractors or other visitors that take into account the hazards and risks of the local 4C Area, in addition to the intended activity / operation hazards and risks.
	

	Transient/

Occasional Visiting Worker
	Workers whose activities present a trivial risk, and who do not need an induction briefing from the AC each time they visit a 4Cs area but they must advise the AC on their arrival eg. delivery drivers, cleaners. 
	

	Unit Safety Advisor
	Each unit is mandated to have one officer with the additional role of advising the CO on H&S; this is normally the QM. The post holder must attend the USA course at Deepcut, or the similar courses at Arborfield and Sennelager before assuming the appointment or as soon as possible thereafter.
	USA

	SHEF Warden
	A locally employed civilian with competencies to assist Unit SHEF staff such as the USA, UFO, Environmental Officer and others in the discharge of their duties.
	

	Visiting Worker
	Any person who works outside their normal place of work: this includes other MOD personnel eg troops under training.
	

	Visitor
	Any person who visits a military establishment. This can include: staff officers; inspectors and auditors; sports teams; mess guests; and families.
	

	Works Order
	The order raised by the Host for works to be completed.
	

	Site Risk Assessments
	Usually complied by the USA in conjunction with the DE(E) technical representative. The assessment covers the significant hazards and risks relating to the general areas throughout the Unit/Establishment. This assessment is valuable to inform Area and Establishment Hazard Registers. See the BFG SHEF Manual Part 2, Chapter 2, Leaflet 30. 
	USA

DE(E)



	Army Incident Notification Cell (AINC)
	This is the Army accident and incident reporting procedure, which is clearly explained in the BFG SHEF Manual Part 2, Chapter 2, Leaflets 1 & 2.
	AINC


G4 Estate Requirements Manager





PM�





AC etc





AC2





AC1





AC etc





AC etc





FM/�GWA�





Customers (Bks B)





Lodger ACs





4CDH





Customers (Bks A)





Lodger ACs





4CDH





AC2





AC1





Lodger ACs





Others





DTE(G)





ISS(G)





DLO





SCE





NAAFI





Lodgers (HQ) 





Others





DTE(G)





ISS(G)





DLO





SCE





NAAFI





4CDH





AC2





AC1





DEL�GCA 


& other�Contr.





Customers 





Suppliers (Hosts)





LEGEND:





FM = Facility Manager.				------------------------  =  Passage / Exchange of Information.�PM = Project Manager 				�AC = Area Custodian					               =  Chain of Command or Direction.


4CDH = 4 C’s Duty Holder 











SAFETY NOTICE /SICHERHEITSINFORMATION


TO ALL VISITING WORKERS, CONTRACTORS AND OTHERS


FÜR ALLE BESUCHER, VERTRAGSFIRMEN USW.


											


All contractors and visiting workers must receive a safety briefing before                                                        undertaking work in this area/building which is named/numbered/located at:


Alle Besucher und Mitarbeiter von Vertragsfirmen müssen eine Sicherheitsunterweisung erhalten bevor              sie Arbeiten in diesem Gebäude/der Bereich ausführen.  Das Gebäude/der Bereich hat die Bezeichnung:


	


			�





Name of Area Custodian/


Name  der zuständigen              für den Bereich (AC):





�


�
Name of 4C Duty Holder/


Name der Verantwortlichen            für den Bereich  (4CDH):





��
�
Location and Tel No/


Ort und Tel.- Nr.





�


�
Location and Tel No/


Ort und Tel.- Nr.





��
�
The nearest Telephone to this notice is located/


Das nächste Tel befindet sich:





�





A copy of the Hazard Register is posted next to this sign/


Eine Kopie der Gefahrenliste ist neben diesem Schild ausgehängt





Further copies are available from the 4Cs Area Custodian or 4CDH/


Weitere Kopien sind bei der AC oder DH erhältlich.








Issue Version ______________ dated.











�. For the purposes of this Leaflet, a Commanding Officer is the person in command of, or the Head of Establishment of, any independent unit or organisation.  


� See BFG SHEF Manual, Leaflet 26 General Risk Assessment - and Leaflet 30 Site Risk Assessment.


� An Establishment for the purposes of this Leaflet is defined as a geographical area, including buildings, open spaces and roads, over which a single CO has been given operational or administrative control.


� BFG SHEF Manual Part 1 Chapter 3.


� Host responsibilities are shown at Annex D


� Changes to DEL Job Specifications require advice from GLSUs.


� Only include the words in square brackets where the appointee is subject to a performance report from the CO.


The contractor or Visitor should disclose details of any accident, incident or near miss in which he may have been involved during the visit. This includes any injury to himself or others (i.e. visitors, contractors or members of the public). The Guardroom / Duty Officer must then ensure that the details are written down separately and reported immediately to the Unit Safety Advisor who will then judge the need for further action/reporting to AINC or other authorities. 


Der Vertragnehmer oder Besucher sollte Einzelheiten zu jedem Unfall, Vorfall oder Beinaheunfall, an dem er während des Besuchs beteiligt sein könnte, offenlegen. Dies beinhaltet jegliche Verletzung seiner selbst oder anderer (d.h. Besucher, Vertragnehmer oder Außenstehender). Die Wache / der diensthabende Offizier muss dann sicherstellen, dass die Details getrennt niedergeschrieben werden und sofort dem Unit Safety Advisor gemeldet werden, der dann die Notwendigkeit weiterer Maßnahmen/Meldung an AINC oder andere Dienststellen beurteilt. 
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