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1
PURPOSE

To define the arrangements for the provision, registration, inspection and maintenance of temporary accommodation.

2
SCOPE

All temporary accommodation within SCU (UK) sites whether owned, hired or leased. It includes:

-
Construction cabins

-
Construction offices

-
Overhaul cities 

-
Cabins for plant use, e.g. process investigations

-
Caravans/wheeled cabins

It excludes modular prefabricated accommodation of a semi-permanent nature for which normal building consents have been obtained (e.g. Yorkon-type accommodation).  This type of accommodation is subject to local Authority Building Regulations.

3
REFERENCES 

3.1
MP 1402 - Management of Contractors on Site                                 

3.2
MP 1601 - Control of Modifications

3.3
EDS.CON.50.02A - Contractors Temporary Electrical Installations.


4
DEFINITIONS

4.1
Temporary Accommodation - Portable buildings or huts used by SCU (UK) staff or Contractors as temporary workshops, store areas or offices and not intended as permanent buildings, remaining only for the duration of a project or contract.  Also covers caravans or any other mobile facilities used for exhibitions or for demonstration purposes.

4.1.1
Hut - A building of low constructional quality to be used only for storage of non-combustible materials and not for use as office or messing accommodation.

4.1.2
Cabin - A building with a higher construction specification than a hut, but which is not fire resistant nor has a class 1 surface spread of flame performance.  Could be used for office accommodation or messing facilities, if the cooking facilities are restricted to microwave ovens.

4.1.3 Modular - A Building of the Yorkon type which is of a high constructional specification with the required level of fire resistance and surface spread of flame performance.


4.1.4 H Unit - Two office/accommodation cabins linked centrally with a fire suppressed kitchen unit area.

4.2
Customer - The person requesting the cabin and co-ordinating the supply of the cabin.

4.3
Area Manager - Manager with responsibility for the area where the cabin is located (generally Plant Manager or equivalent).

4.4
Supplier - Company chosen to supply the cabin.

4.5
Services - Telephones, power, water, drains, footpaths, lighting etc.

4.6
Temporary - Installations will not exceed 3 months on site.

4.7
Semi Permanent - Installations intended to be on site over 3 months but not longer than 12 months.
4.8
Permanent - Installations intended to be on site longer than 12 months.

5
PRINCIPLES

5.1
Temporary accommodation shall only be considered when all other options have been exhausted.

5.2
The Manager of the area shall approve the location and general layout of temporary accommodation and permanent sites, supplied with services, shall be established in areas where there is a recurring requirement for temporary accommodation.

5.3
Temporary accommodation shall be provided with appropriate services, kept secure and shall be inspected and maintained fit for purpose.

5.4
Emergency Services shall be informed of when and where temporary accommodation is located.

6
ARRANGEMENTS FOR ESTABLISHING TEMPORARY ACCOMMODATION
61
The customer shall decide the temporary accommodation requirements and preferred location (a check list is given in Appendix 5).

6.2
The Area Manager shall:

-
approve the location, considering the points in the proforma in Appendix 4.

-
obtain any external planning consents required (See Appendix 2). 

-
complete a modification proforma.  (MP 1601).

6.3
The customer shall request the temporary accommodation, including any furniture and fittings from the Purchasing preferred supplier.  

6.4
The Customer shall:

-
specify the temporary accommodation (e.g. type, fittings, size), safety equipment, fire fighting equipment, special arrangements for double-stacking.

· agree specification and layout with Fire Officer

· identify escape routes and erect barriers to prevent access to dead ends

-
specify any local arrangements needed (e.g. foundations, services etc)

-
order the temporary accommodation and arrange delivery

-
arrange pre-occupation inspection with Fire Officer

-
notify Site Security

-
arrange supervision of installation of the temporary accommodation by the supplier.      

-
follow Work Control Permit procedures

-
ensure that temporary accommodation spacing conforms to current standards (currently 15') 

6.5
The customer shall arrange provision of any foundations and service connections and any specialist internal equipment, e.g. computer terminals, unless agreed otherwise with the supplier.

7
POWER

The customer shall ensure that:

-
Electricity is the power source for all purposes.

-
Any electrical generators are provided in accordance with MP 1303 - Fire Permits.

-
Heating is only provided using oil filled radiators fixed to the building. 

-
Temporary accommodation is hard wired to the plant electrical distribution system.  Each building must be provided with its own individual RCD and an external isolator.  (A residual current device will have a typical 30 mA maximum sensitivity).

· Radiant ring cooking facility is not provided or used in temporary accommodation unless it has been given a Class 1 surface spread of flame rating.

8
SECURITY

The Area Manager shall ensure that:

-
temporary accommodation is provided with arrangements for locking and emergency access.

-
temporary accommodation is marked with the name and out of hours contact telephone number of the person responsible for it.

· consideration is given to special security arrangements (e.g. patrols) where used to house valuable equipment etc.

9
REMOVAL OF TEMPORARY ACCOMMODATION

9.1
When no longer required, the customer shall:

· arrange disconnection of services

· tidy the temporary accommodation and remove all non-hired equipment

-
provide any permit needed for removal

-
tidy the site after removal

-
inform the Area Manager

-
inspect the temporary accommodation and confirm any damage to the supplier

-
arrange removal

-
settle invoices

9.2
The Area Manager shall:

-
satisfy himself that the site has been returned to satisfactory condition

-
complete the Modification proforma to show that the temporary modification has been removed

10
INSPECTION

10.1
The customer shall prior to occupation, check:

-
the earthing arrangements comply with the 16th Edition of the IEE Wiring Regulations

-
.the Residual Current Device operates correctly

-
the isolation switch operates correctly

-
an Electrical installation Certificate (BS7671 : 1992) has been obtained from the supplier

-
that after connection of the power supply, all items function correctly.

The customer shall take out of service any temporary accommodation found to be in unsafe condition.

10.2
The Customer shall ensure that:

-
the electrical components are inspected at agreed time intervals (every 6 months or no greater than 12 months) and inspection certificates are issued.

-
each new hire has an inspection and certificate.

-
a temporary installation is surveyed by an Emergency Services Representative to check on compliance with Fire Certificate conditions (certificates will not be issued for temporary installations).

-
the HSE is informed of any semi permanent installation and any Fire Certificates are issued.

-
the HSE is informed prior to any permanent installations.

10.3
Emergency Services shall check provision of:

-
fire fighting equipment and fire alarm installations.

-
means of escape.
-
location/spacing/general layout and proximity relative to fire spread.

-
location of isolations for services.

Emergency Services shall record the presence of the temporary accommodation in the Fire Station Control Room.

10.4
The customer shall not initiate any temporary accommodation sub division with extra internal walls without consideration of the effect upon agreed escape routes.

10.5
The customer shall arrange the provision of additional escape doors when specifically requested by the Fire Officer as a result of installation inspection.

11
DAMAGE

11.1
The customer shall ensure that temporary accommodation is inspected and used in a proper manner, and report any damage to the supplier, who shall arrange repair.

11.2
The customer shall seek permission from the supplier before allowing the skin of a cabin to be pierced to facilitate services.

12
CLEANING

12.1
The customer shall make arrangements for cleaning.


13
TEMPORARY ACCOMMODATION BROUGHT ON SITE BY SPECIALIST CONTRACTORS

Arrangements shall be made by the customer after full discussion with a contractor's representative having knowledge of the latest legislation affecting the operation, (e.g. asbestos removal, leaded petrol storage tank cleaning and resulting operator decontamination).

The principles of this procedure shall be followed. 


14
STABILITY OF TEMPORARY ACCOMMODATION

The customer shall consider the requirements for bolting down of cabins to prevent movement due to wind.  The customer shall make appropriate arrangements as detailed in Appendix 3.

APPENDIX 1

SUMMARY OF RESPONSIBILITIES
Customer (C)

6.1
-
decide temporary accommodation requirements and location.  This should include 


permission from Buildings, Roads and Land Management and Wilton International.

6.3
-
request temporary accommodation from the preferred supplier

6.4
-
liaise with the Fire and Security Officers

6.5
-
arrange foundations and service connections

7
-
ensure power supplies meet requirements

9.1
-
when no longer required, arrange the removal of temporary accommodation

10.1
-
check the temporary accommodation before use and prevent use if it is unsafe

10.2
-
ensure that relevant inspections are carried out and certificates issued

10.4
-
ensure escape routes are kept clear

10.5
-
arrange additional escape doors where required

11
-
inspect temporary accommodation and report damage 

12
-
make arrangements for cleaning

13
-
agree arrangements for specialist contractor accommodation

14
-
consider wind stability requirements

Area Manager (C)

6.2.1
-
approve the location of temporary accommodation

6.2.2
-
obtain external planning consents

6.2.3
-
initiate a modification proforma

8
-
ensure that temporary accommodation is secure and marked with the name of an

            out of hours contact.

9.2
-
after removal of the temporary accommodation, complete the modification                proforma.

EMERGENCY SERVICES (C)

10.3
-
inspect temporary accommodation and record its location.

APPENDIX 2

FORMAL CONSENTS – PLANNING AND BUILDING REGULATIONS
The following arrangements apply on all SCU (UK) sites.

1
PLANNING APPROVAL

1.1
Planning approval is not required for temporary accommodation if it is:

-
in connection with work for which planning consent has been granted, or

-
in connection with work which in itself does not need planning approval.

1.2
Temporary accommodation shall be removed on completion of the job and the land 

reinstated.

2
BUILDING REGULATIONS APPROVAL


Building Regulation Approval is not required for temporary accommodation if it is: 

-
intended to remain in place for less than 28 days, or

-
to be used only by people involved in construction, alteration, extension or repair of the plant, or

-
detached, with floor area less than 30m, have no sleeping accommodation, more than 1m from the site boundary, single storey and built of non-combustible materials.  (cabins do not generally meet this non-combustible requirement).

Where approvals are required, they shall be obtained via the Buildings Road & Land Management Manager (ext 2186) who will offer advice on doubtful areas.

APPENDIX 3

STABILITY OF TEMPORARY ACCOMMODATION
There have been two recent incidents of portacabins being displaced by wind force.  This note is to ensure the stability of the cabin and the safety of its occupants.

Cabins which are located in open country with no wind breaks or scattered wind breaks require to be securely anchored to prevent movement due to wind.  This anchorage can be provided by:-

i)
Rawl bolting each cabin foot into a concrete slab or pad.

ii)
Proprietary anchorage mechanisms which are suitable for the particular ground conditions.

In addition the supports from the cabin structure, must be positively prevented from moving vertically.

STACKED CABINS
Cabins which are stacked shall have each foot bolted to the lower cabin with a minimum of 1 no M12 bolt in each foot.

Stacked cabins should not be located in open country with no wind breaks or open scattered wind breaks.

APPENDIX 4

	Proposed Temporary Accommodation (TA) Use:
	Proposed Location:
	Date/Period of Use:


	Points to Consider
	Comment

	Has permission been sought from Buildings, Roads & Land Management and Wilton International?
	

	Access
	

	Car parking - people/vehicle segregation
	

	Materials of construction
	

	Fire precautions/Means of escape
	

	Number of people and period of occupation
	

	Messroom arrangements
	

	Appearance and proposed uses
	

	Date by which the TA is to be removed
	

	Provision of toxic refuges
	

	Availability of connections to be made to services and drains
	

	Washing facilities, sanitary conveniences and messing accommodations commensurate with the number of people being accommodated
	

	Proper access paths maintained free from obstruction
	

	TA should be sited outside plant areas; away from pipebridges/cable racks/underground services
	

	Fire separation between TA and plant buildings and other TA, taking into account the activities which may be associated with TA
	

	Flare stack radiation
	

	For High Hazard Plants consideration should be given to any blast overpressure effects, if the TA is to be occupied whilst the plant is in operation.
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TEMPORARY ACCOMMODATION INSTALLATION CHECKLIST
(1)
What procedures, instructions regulations exist/refer.

(2)
Design out dead ends during layout consideration.

(3)
Install direction arrows showing way out.

(4)
Install barriers to prevent entry to dead end.

(5)
Safety services access for fire engine, ambulance.

(6)
Pre delivery electrical inspection and original certificate.

(7)
Fire extinguishers, blanket, bucket, bell/klaxon testing.

(8)
Segregate vehicles/fuel/flammables from temporary accommodation.

(9)
Smoke alarm, intruder network.

(10)
Toxic refuge consideration, assembly points.

(11)
Breathing apparatus for any toxic refuge.

(12)
First aid box.

(13)
Opening windows and pedestrian access.

(14)
Salting/cleaning of footpaths/steps.

(15)
Ensure bulkhead lighting illuminates dark areas.

(16)
Frost precautions (insulation/heating).

(17)
Ensure power phone cable installations do not present an overhead problem.

(18)
Modification form status.

(19)
Local electrical and safety services inspection schedules.

(20)
External lighting.

(21)
Safety signs (general).

(22)
Mesh/board skirt.

(23)
Smoking policy and flashing no smoking signs and lighters.

(24)
Cleaning schedule/routine arrangement.

(25)
Computer feeds, sockets etc, ownership/installation.

(26)
Names of key holders.

(27)
Occupancy signs.

(28)
Phone, fax, copier installation.

(29)
Stores drop point, postal service.

(30)
Eliminate escape routes into dead ends.
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(31)
Noise and refuelling consideration if power is from generators.

(32)
Consider consequence of 24 hr running of generators, i.e. overheating, routine servicing, breakdowns.

(33)
Breaking through temporary accommodation wall for cables/pipes.

(34)
Drinking water purity/analysis check.

(35)
Crane co-ordination.

(36)
Work control permit for all installation/removal/repair activity.

(37)
Address the installing contractors safety on site.

(38)
Eliminate working on temporary accommodation roof.

(39)
Decontamination procedure for any contaminated unit.

(40)
Ensure a vacated site is clean and tidy.

(41)
Temporary road closure signs.

(42)
Procedure to prevent access to top deck cabins before handover.

This list is not exhaustive but an indicator to the key considerations.
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