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Contractor/Delivery Driver Parking/Access Arrangements
Important - Driving on Campus General Rules

The maximum speed limit for the site is 10mph.

Reversing Vehicles - Wherever possible eg when there is a passenger present in the vehicle, reversing vehicles will have a banks-man in attendance.

All vehicles being driven on campus must have their headlights on dipped beam at all times.

The use of mobile phones when driving on campus is strictly prohibited.

Parking/driving on campus must be done in accordance with local signs, road markings and restrictions.  

1.0
Introduction  

The purpose of these arrangements is to: 

· Help further control the vehicular and pedestrian interface 

· Reduce the University’s carbon impact by minimising the number of vehicles coming to site 

· Maximise the number of parking spaces available for staff and essential users
· Improve the appearance of the estate for staff, students and visitors     

Contractors may only park a vehicle on campus once they have successfully demonstrated that it is absolutely essential to the work being done e.g. the equipment required to do the work forms part of, or is fixed to the vehicle. 

1.1 Definition of a contractor

The definition of a contractor for the purpose of these arrangements is ‘any organisation brought onto University premises to undertake work on behalf of the University’
Note: This definition does not extend to persons delivering supplies or goods 

2.0 Contractors Parking Procedure 

1. All University approved contractors will be made aware of these arrangements prior to being asked to tender for work.   

2. When contractors are engaged to do work the University employee responsible for the work will issue the ‘Contractors Parking Permit Application form’. 

The form must be completed by the contractor and returned to the University Employee that issued it. 
3. The information provided on the form will then be assessed. In the event that the contractor’s application to park on site is successful then a permit authorising parking on campus will be issued. Where the contractors application to park on campus is refused the University employee responsible for the work will inform the contractor and advise them of the Contractors/Delivery Drivers delivery/drop-off/pick-up procedure.           

Please note: Contractors issued with a Parking Permit must also purchase a parking ticket from a parking ticket machine for the duration of their stay.
Both the ‘Contractor’s Parking Permit’ and a ‘Valid Parking Ticket’ must be clearly displayed in the vehicle at all times while the vehicle is parked.
Failure to do so will result in a fixed penalty notice being issued. 
2.1 Contractor Parking Procedure (Flow Diagram)










2.2 Guidance on the Assessment of a Contractors Need to Park on Campus.   

The University employee responsible for engaging contractors must assess, and where necessary challenge the contractor’s needs/requirements to park on campus.  
Where it is possible for contractors to leave materials and equipment on site and park off campus then a Parking Permit must not be issued, instead the contractor must be made aware of the University’s Contractors, Delivery Drivers drop-off/pick-up procedures. 

The circumstances where a contractor actually needs to park their vehicle on site for the duration of their work are few and far between for example:  
· The equipment required to do the work is fixed to the vehicle e.g. lorry mounted crane  

· The vehicle incorporates a Workshop/Laboratory
· It is specifically required by enforcing authorities because of high risk security issues e.g. delivery of a sealed radioactive sources

3.0 Contractors, Delivery Drivers delivery/drop-off/pick-up procedures 

3.1 Introduction 

Contractors/Delivery Drivers are permitted to deliver/drop-off/pick-up materials and/or equipment at specific work locations without charge; however they do still require a permit to do so. (Note: there is no charge for these permits)
Important: Permits are only required for deliveries/drop-offs/pick- ups that will exceed 30 minutes duration.      
3.2 Contractors/ Delivery Drivers delivery/drop-off/pick-up procedure  

3.2.1
Contractors/Delivery Drivers wishing to deliver/drop-off/pick-up materials and equipment from a specific location on campus must contact the University employee responsible for the work and request a permit or report to Security Control where they will be issued with a permit that allows them to do so. 

3.3 Contractors/Delivery Drivers delivery/drop-off/pick-up procedure (Flow Diagram)  







3.6
Driving on Campus General Rules 

· The maximum speed limit for the site is 10mph 

· Where possible reversing vehicles will have a banks man in attendance. (Where there are two people in the vehicle the passenger must always leave the vehicle to assist the driver when reversing.)  
· The Use of mobile phones when driving on campus is strictly prohibited

· Parking/driving must be done in accordance with the highway code while paying attention to any local rules, signs and restrictions
· Contractors parking on site must display a Contractors Parking Permit and a valid parking ticket for the duration of the stay. 
4.0
Emergency Access
4.1
Contractors attending site in response to emergency situations are exempt from the requirements of this policy. Vehicles must however be parked in a safe and responsible manner.
Contractors Parking Permit Application Form  

1.0 Contractor Details 

	Company Name 
	Company address
	Company Contact 

	
	
	


1.1
Why is it necessary for your company to have a vehicle parked on site while work is being carried out? Please outline the reasons why you need a vehicle on campus in the box below.  

	Please note: Contractor Parking Permits will not be issued to contractors that are able to drop-off and/or pick-up equipment and materials and park off campus. 




1.2 Details of University employee responsible for the assessment of a contractors need to park on campus   
	Name of  Assessor 
	Section 
	Date of assessment 
	Result of assessment 

	
	
	
	Pass
	Fail 

	 Comments 




The University employee responsible for the contract must now advise the contractor of the result of the assessment and arrange the issue of Contractor Parking Permit
A contractor is engaged to undertake work. 








The University employee responsible for the work issues the Contractor/Delivery Driver Vehicle Parking/Access Arrangements





The contractor completes the Contractors Parking Permit Application Form and returns it to their University contact  





The University employee responsible for the work assesses the contractor’s need to park on campus





Permission to park on campus is granted. 


The University employee responsible for the work informs the contractor and issues/requests Security Control to issue a Parking Permit for the duration of the work.  


(Note: Permits must only be issued for the duration of the project/planned work activity)      





Permission to park on campus is refused, the contractor is informed of the Contractors, Delivery Drivers delivery/drop-off/pick-up procedures    (see 3.2)








A contractor/delivery driver requires access to site to deliver/drop-off/pick-up materials and/or equipment





The contractor/delivery driver requests a permit from their University contact or attends Security Control and requests a permit to deliver/drop-off/pick-up materials from a specific location on campus











Security Control issue a permit for the duration of the activity





Contractor/delivery driver proceeds to deliver/drop-off/pick-up materials and/or equipment and leaves site without delay
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