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BUILDING WORKS NOTIFICATION

The Service Centre/Faculty requiring the services of a contractor to undertake works on the University’s premises must complete this form and forward to the Manager Campus Facilities of that campus, and all persons listed on the Distribution Section below before the contractor can commence work. This also applies to any Improvement Works organised by Asset Delivery or Buildings and Services.

	LOCATION

Campus:
BU   FORMCHECKBOX 

JO   FORMCHECKBOX 

ML   FORMCHECKBOX 

External Location:



Building No:


Room No:  


	RESPONSIBLE OFFICER DETAILS

Responsible Officer:


Fax:



Faculty/Centre:


Alternative Contact:



Email:


Tel:



Mobile:



	PROJECT DETAILS

Project Name:



Proposed Start Date/Time:


End Date/Time:



Works Services Description:






	WORKS IMPACT

 FORMCHECKBOX 
  Access Restriction

 FORMCHECKBOX 
  Noise
 FORMCHECKBOX 
  Dust
 FORMCHECKBOX 
  Fumes
	PERMITS REQUIRED

 FORMCHECKBOX 
  Isolation
 FORMCHECKBOX 
  Hot Works

 FORMCHECKBOX 
  Excavation
 FORMCHECKBOX 
  Working at Heights
	SERVICES IMPACT

 FORMCHECKBOX 
  Water
 FORMCHECKBOX 
  Fire Services

 FORMCHECKBOX 
  Gas
 FORMCHECKBOX 
  Telephones

 FORMCHECKBOX 
  Electricity
 FORMCHECKBOX 
  Information Technology

 FORMCHECKBOX 
  Air Conditioning
 FORMCHECKBOX 
  Grounds

	CONTRACTOR DETAILS
Name:



Contact Person:


Tel:



Address:


Mobile:






Fax:



ECU Contractor No:

     Keys Required ...............................................................
SPECIAL INSTRUCTIONS

1. Contractor must report to the campus Facilities Management Office (FMO) prior to carrying out any work, and obtain Contractor’s badges and parking instructions.

2. Where there is a lag in the work and a site return is required, the responsible officer must be notified so that the FMO can be informed of the proposed return to site time and date.

3. No service terminations to be completed before approval by Buildings and Services.





	DISTRIBUTION LIST – MANDATORY

 FORMCHECKBOX 
  Contractor



 FORMCHECKBOX 
  Facilities Management Office



 FORMCHECKBOX 
  Security



 FORMCHECKBOX 
  Faculty Manager/Business Manager (to advise occupants)

 FORMCHECKBOX 
  Senior Maintenance Officer



 FORMCHECKBOX 
  Manager Buildings & Services


 FORMCHECKBOX 
  Maintenance Call Centre



 FORMCHECKBOX 
  Manager, IT Infrastructure Services  

 FORMCHECKBOX 
  Business Continuity Co-ordinator

	DISTRIBUTION LIST – OPTIONAL
 FORMCHECKBOX 
  Manager Building Services



 FORMCHECKBOX 
  Manager Electrical Services



 FORMCHECKBOX 
  Manager Grounds Services



 FORMCHECKBOX 
  Manager Mechanical Services



 FORMCHECKBOX 
  Manager Asset Planning 
...................................
 FORMCHECKBOX 
  Senior Grounds Officer



 FORMCHECKBOX 
  Art Curator



 FORMCHECKBOX 
  Cleaning Contractor


 FORMCHECKBOX 
  Commercial Services










  Asset Delivery





Facilities and Services
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