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Comments on Review:

Adjust and reformat UK site specific procedures to reflect corporate format.
1. Purpose and Objectives.

1.1 To define clear and concise instructions for the Maintenance Department to ensure it functions within the Company Quality, Safety and Environmental system, in all matters relating to BS EN ISO 14001:2004, BS EN ISO 9001 : 2008 and OHSAS 18001:2007
1.2 To ensure plant and equipment remains as far as is practicable capable of producing product to the required quality.

1.3 To ensure that plant and equipment is maintained, inspected and stored in such a way as to minimise any undesirable impact on the environment and the health, safety and wellbeing of employees, contractors, stakeholders or visitors and duly meets statutory obligations.

1.4 To ensure that suitable metals (either used or removed from site), are collected for recycling.

1.5 To ensure that any spillage of material during maintenance operations are contained effectively.

1.6 To ensure that any waste oil generated as part of engineering and maintenance functions is stored and disposed of in accordance with best environmental practice and relevant regulations.

1.7 To ensure that any water treatment plastic containers are disposed of in accordance with best environmental practice and relevant regulations.

1.8 To ensure that empty oil containers are disposed of correctly

1.9 To ensure that general workshop waste is disposed of correctly.

1.10 To ensure that maintenance operations are carried out in a safe and defined manner.

1.10 To ensure that maintenance operations are planned and controlled effectively.
2. Related Documents.

· BS EN ISO 14001: 2004
· BS EN ISO 9001: 2008.

· OHSAS 18001: 2007
· Integrated Management System Policy
· QSEUK.18 QSE Department Procedure 
· QSE.03 Safety, Quality and Environmental Audit Procedure (Group)

· QSEUK.39 Inspection, Sample and Audit Instruction
· PRODUK.02 Treatment Department and Laboratory Procedure

· QSE.07 Control of Measuring and Monitoring Equipment Procedure (Group)
· QSEUK.35 Use of Mobile Leaning Ladder and Step Ladder Instruction
· QSEUK.37 Work at Height Procedure
· Scaffold Erection, Inspection and Dismantling Record

· QSEUK.36 Safe Systems of Work Procedure
· ENGUK.08 Portable and Fixed Workshop Equipment Inspection Instruction
· ENGUK.04 Engineering Workshop Equipment Instruction
· Capital Expenditure Internal Request Form
· JSA and Engineering Work Instructions
· ACOPs

· Health & Safety at Work Act 1974

· Manufacturers manuals

· Planned and preventative maintenance system

· Daily mechanical maintenance activity record

· Daily electrical maintenance activity record 

· Hazardous waste regulations 2005.

· The waste (England and Wales) Amended Regulations 2011.

· Befesa site odour management plan.

· Ground water management.

3. Scope.

3.1 All plant and equipment handled and controlled by the Maintenance Department.

3.2 The requirement for planned and preventative maintenance.

3.3 The requirement to meet Statutory Inspection and or Testing obligations.

3.4 All engineering and maintenance functions that have significant           Environmental, Quality Impact or any inherent Health and Safety risk.

3.5 All recycled materials either collected or removed from site.

3.6 All oil containers used during engineering or maintenance functions on    site.

3.7 All electronic equipment waste during maintenance activities.
3.8 All general wastes generated in the maintenance workshop on site.

3.9 All operations carried out by the Maintenance Department, which have the potential to cause spillages at the site.
3.10 All activities of contractors and sub-contractors at the Befesa site.
4. Responsibilities.

4.1 QSE Manager – to audit the compliance with this Procedure.

4.2 Site Engineer and Plant Manager:
· To ensure the Maintenance Department comply with this Procedure.

· To ensure that the planned maintenance system works and schedules are reviewed and updated as required and that suitable records of such are maintained.

· To ensure all logs and records are completed as is required by this Procedure and related Instructions.

· To ensure that maintenance is carried out in accordance with Safe Systems of Work. 
· To prioritise all safety and environmental maintenance requirements as a priority 1
· To investigate and report Odour issues detected to the management team. 

· To monitor ground water and report issues detected to the management team.

4.3 Mechanical Supervisor or nominated deputy: 

· To co-ordinate the collection of recyclable metal.

· To ensure the correct disposal for recycle of waste oil generated during engineering or maintenance functions.

· To ensure that empty oil containers and other containers used during engineering functions are disposed of correctly.

· To ensure that plant and equipment being repaired, transferred, installed or decommissioned by the Maintenance Department is carried out with due consideration to potential risks and Environmental impact.

· To ensure that maintenance work is carried out in accordance with Safe Systems of Work.

· To ensure relevant Work Instructions are issued and completed as part of the Safe Systems of Work.
· To ensure the Maintenance Department comply with all requirements of this Procedure.

· To ensure all maintenance personnel training requirements are completed to ensure compliance with this Procedure.

· To monitor, investigate and report Odour issues detected to the management team. 

· To monitor ground water and report issues detected to the management team.

4.4 Electrical Supervisor or nominated deputy:
· To ensure that this Procedure is followed by Contractors / Sub-Contractors as required.

· To ensure that plant and equipment being repaired, transferred, installed or decommissioned by the Electrical Department is carried out with due consideration to potential risks and Environmental impact.

· To ensure the correct disposal recycle of electrical waste.

· To ensure that maintenance work is carried out in accordance with Safe Systems of Work.

· To ensure relevant Work Instructions are issued and completed as part of the Safe Systems of Work.

· To ensure the Electrical Department comply with all requirements of this Procedure.

· To ensure all electrical personnel training requirements are completed to ensure compliance with this Procedure.

· To monitor, investigate and report Odour issues detected to the management team. 

· To monitor ground water and report issues detected to the management team.

4.5 All Maintenance Personnel – 

· To attempt to contain any spillage generated during maintenance and engineering functions.  Any spillages must be reported immediately and an accident incident near miss report initiated.
· All maintenance staff will be responsible for reporting any odour problems immediately to the QSE Manager (or designated responsible person) 
· To comply with this Procedure and any other related Instruction or manual.

5. Temporary Storage of Plant and Equipment.

5.1 Second hand or new plant or equipment arriving at site must be given a designated lay down area.  This area should be of such a construction as to minimise potential ground contamination or surface water contamination.

5.2 Equipment removed from site areas that has the potential to contaminate ground or surface water, must be decontaminated by production personnel prior to removal.  It is the responsibility of the Mechanical supervisor, Electrical Supervisor or Plant Manager or nominated deputies to liaise with Production Departments regarding decontamination of any equipment, prior to removal and storage. 

5.3 All Equipment removed from the site areas must be inspected by the Mechanical supervisor or nominated deputies prior to removal to ensure adequate decontamination has been completed.

5.4 For Maintenance works within the chemical plant involving installation or temporary removal of plant equipment to allow maintenance tasks to be executed, the transitory equipment storage area must be used. (Located adjacent to 3CT01) It may also be used for pumps awaiting jet washing or transit to the work shop area for repair.
5.5 This designated Transitory storage area is designed to temporarily store equipment effectively and safely during live works and will prevent equipment awaiting movement or installation from becoming an unintentional hazard to persons or becoming unintentionally damaged.

5.6 This designated area must only be used for transitory storage during live works and not for long term storage of any kind. The requirements of 5.2 and 5.3 above, apply. 

6. Maintenance and Production Planning.

6.1 A planning meeting is conducted each week to set out production objectives for the forthcoming week (each Monday to Sunday period). The objective of the planning meeting is to coordinate production and maintenance activities in achieving the sites budget in compliance with Company systems and any regulatory requirements. 

6.2The planning meeting is attended by the Plant Manager, Treatment Manager, pre-Treatment Manager, Maintenance Supervisor, Site Engineer and Electrical Supervisor (or nominated deputies).

6.3 The agenda at the planning meeting includes:

•
Stock levels of raw materials and products

•
Order requirements for products (both quantity and specification)

•
Materials to be processed by type and supplier

•
Manning levels (both production and maintenance)

•
Plant maintenance requirements (action log)

•
Budgets.
•
Environmental requirements and impacts.

•
Water management.

•
Safety requirements.

•
Quality issues.

6.4 From the meeting a production plan is produced detailing;

•
Plant by plant daily processing expectations including materials to be processed by location and supplier as appropriate.

•
A schedule of finished products to be produced including quantity and specifications as appropriate.

•
Manpower availability versus establishment detailing any overtime requests / requirements and training commitments.

•
A schedule of planned maintenance detailing expected costs, duration and manpower requirements (including any contract labour) per activity and any RAMS required  

•
A rolling 4 weekly maintenance programme transposed according to priority from the plant action log.

6.5 Each participant above mentioned contributes in compiling the plan which is then circulated by email by either the Treatment or Pre-Treatment Manager. The production plan is then also included in the weekly production monitor. 

7. Shutdown Planning

7.1 The site has an annual shutdown typically lasting for 14 days, although this may vary subject to budgets and other commitments. The shutdown normally occurs the last week in July and the first week in August.

7.2 During the shutdown all normal processing activities stop and the plant is subjected to an extensive cleaning and maintenance programme. These activities are normally those that cannot be completed during normal operation due to constraints of time, safety (constraints of full operational safety i.e. requires plant to be free of materials and process fluids etc.), or cost.

7.3 In addition to maintenance and cleaning, any major and operationally disruptive project work is also undertaken.

7.4 Planning for the shutdown starts normally 6 months in advance of the start in order to ensure that all requirements are satisfied.
7.5 Shutdown planning meetings are attended by all site production and maintenance management and the QSE manager. Initially meetings are conducted every 2 weeks with the frequency increasing as the shutdown approaches to a minimum of weekly.

7.6 The agenda at the shutdown planning meeting includes:

· Budgets and costs (project and general maintenance)

· Project works required.

· Maintenance works required.

· Necessity for and availability of RAMS’s.

· Requirements for contract labour.

· Environmental requirements and impacts.

· Water management.

· Safety requirements.

· Quality issues.

· Requirements for hazard assessment or completion of the sites control of change documentation (PPCA procedure)

7.7 Further to each meeting a shutdown plan is produced and updated by the site Engineer which is then circulated by email

7.8 The planning process continues until final agreement is reached with respect of activities costs and budgets. A final plan is then issued and in addition the QSE department then produces a working shutdown file which includes RAMS for each and every activity scheduled as required including those supplied by contracting companies.

8. Odour management.

8.1 All maintenance staff will be responsible for reporting any odour problems immediately to the QSE Manager (or designated responsible person). 

8.2 Daily site monitoring is undertaken at the site boundary and other agreed locations by QSE department. 

8.3 Any elevated levels of odour identified by the monitoring programme will initiate the internal / external complaints reporting procedure along with Accidents, Incidents and Near Misses Reporting procedure. 

8.4 The QSE Manager and Plant Manager (or designated responsible person) will carry out a range of checks at the identified source of the elevated levels to ensure the plant is being operated in line with Befesa procedures to ensure that any improvements required to minimise the odour levels are made this may include maintenance activity and must be given total priority by the maintenance supervisor or nominated deputies. 

8.5 To further mitigate the elevated odour levels, the following actions shall

also be considered.

•
The risk associated with the odour is assessed and if necessary the processing plant in operation at the time of the odour complaint will be temporarily shut down to avoid further odourous releases. 

•
All other duties for QSE staff and managers will be suspended and the staff re-employed in the immediate investigation of the odour.

8.6 Once the improvements identified by the QSE Manager, Plant Manager (or designated responsible person) have been completed, the manager will commission a further odour assessment to ensure that the improvements have addressed the source of the elevated levels. If the elevated levels are still present then the manager will repeat the request for improvements and subsequent assessments until the odour has abated.

9. Ground/ surface water management.
9.1 The site has a number of pumping locations around the site it is the responsibility of the Mechanical supervisor to ensure the maintenance department check the operation of each pump and record the details on the maintenance daily check sheets.

9.2 Any faults or concerns regarding the pumps and the status of the site water management must be reported immediately to the QSE Manager and Plant manager or nominated deputies.

9.3 Maintenance of these pumping systems is given priority 1 status.

10. Engineering Stock Control.
10.1 The site holds a significant quantity (both value and volume) of spare parts for equipment and machinery. These are generally parts which if failure resulted and they were not held on site, the lead time on availability from the supplier would cause unacceptable interruption to plant operations; hence they are considered critical spares. 

10.2 The companies ERP Navision system holds an inventory of all valued spares; quantity, average unit value and total value.

10.3 If a part / unit of equipment is valued in the stock system and is required to be used on the plant, it must be consumed by an electronic transaction from the system. It is only necessary to withdraw the quantity; the system will automatically recalculate the inventory value. Once consumed, a replacement part can be re-ordered by agreement with the Plant Manager.

10.4 Any replacement parts intended to be ordered which 1. Are not currently held on stock and or 2. Increase any agreed inventory count or value for existing stock items, must be expressly agreed by the Plant Manager and or Managing Director prior to commitment to order.

10.5 The total stock holding for critical spares is reviewed each month at the site Management Meeting as part of the accounts review.

10.6 It is vital that accurate records of items consumed from stock are maintained so that the appropriate system withdrawals can be transacted.

10.7 For each and every maintenance intervention a Maintenance Notification is produced by the production department. On completion of the Maintenance Notification there is section to be completed by the maintenance department for parts used.

10.8 The completed maintenance notification is reviewed at the DARM and any recorded (or none recorded) consumption of parts discussed. If a perceived discrepancy is suspected then the Site Engineer, Maintenance or Electrical Supervisor will investigate and if necessary perform a manual inventory count to confirm the actual situation. When agreement is reached, the stock will be withdrawn from the system by the Site Engineer, Maintenance Supervisor or Electrical Supervisor as appropriate to area of responsibility.

10.9 The stock inventory is listed by equipment type (egg bearings, motors….etc.) each month several categories will be chosen and the inventory checked by a physical count. This count is conducted by the Site Engineer, Maintenance Supervisor and Electrical Supervisor. The result of the count and any discrepancies are reported directly to the Plant Manager.
10.10 Every 6 months, (July and December) a full count is conducted by the above mentioned. Due to the volume of materials this count is normally conducted over a two week period accounting for any system additions / withdrawals during the period. Again when complete the results of the count and any discrepancies are reported directly to the Plant Manager
11. Disposal of Waste Oil.

11.1 Waste oil generated as part of maintenance operations is collected by maintenance personnel.

11.2 The waste oil will be stored in closed steel drums, and content suitably identified and maintained.

11.3 All oil stored will be within a bunded area or suitable containment drip tray in the relevant locations situated on the site.

11.4 As the drums approach capacity, the Mechanical Supervisor or nominated deputy will arrange for the drums to be disposed of by an approved recycling contractor.

11.5 All oils and waste collection notes will be returned to the QSE office for record retention within the central QSE file systems.

12. Disposal of Empty Oil Containers.

12.1 All empty oil containers will be collected by maintenance personnel. Maintenance personnel must ensure that all containers are completely empty and decontaminated before disposal.

13. Disposal Recycled Metal.

13.1 Any waste metal generated as part of maintenance operations will be collected by maintenance personnel and taken to the designated waste metal skip.
13.2 As the skip approaches capacity the Mechanical Supervisor, Pre-treatment Manager or nominated deputy will arrange collection of the skip by a suitable approved Sub-Contractor and recorded on the ERP systems by the weighbridge
14. Disposal of General Workshop Waste.

14.1 This will be collected in the waste bins located around the workshop. As the bins approach capacity they should be emptied into the general waste skip. (Note only general packaging waste)
14.2 The Waste skips are collected by an approved contractor and the records returned to the QSE Department and recorded on the ERP systems by the weighbridge
15. Containment of Spillages during Maintenance Operations.

15.1 Spillage of hazardous materials (such as oil) should be quickly absorbed using a suitable absorbing material (spillage granules)

15.2 Contaminated material should be collected in a suitable container.  The container must be suitably labelled for off – site removal by an approved contractor and the records returned to the QSE Department and recorded on the ERP systems by the weighbridge

15.3 In the event of a spillage, the maintenance person in charge (or Shift Manager) will complete an Accident, Incident, Near Miss report form. This form will then be handed to the QSE Department for investigation.

15.4 The QSE Manager will then co-ordinate an investigation and assigns any relevant actions.
16. Electrical Waste:
16.1 Electrical waste from maintenance activities will be stored within the workshop area in designated storage bins.

16.2 As the containers approach capacity the Electrical Supervisor or nominated deputy will arrange collection by an approved recycling contractor and the relevant waste collection notes returned to the QSE Department for retention within the QSE central files. 

17. Planned and Preventative Maintenance.

17.1 A computer-based system is maintained for all major plant items.

17.2 Work requests with reference to tasks are issued as per the schedules in the system.

17.3 The work lists are passed to the Mechanical Supervisor or nominated deputy who then assigns a member of the Maintenance Department to complete the required tasks from the system.

17.4 On completion of the work, the work sheets are signed off by the maintenance person and returned to the Mechanical Supervisor or nominated deputy for completion in the electronic system with the paper copies filed for retention by the Plant Manager or nominated deputy.

17.5 Any remedial work will be highlighted and dealt with using the electronic Maintenance Notification.

17.6 The frequency and type of maintenance work to be carried out is determined by adhering to suppliers and manufacturers recommendations and in line with plant optimisation and equipment knowledge.

17.7 The system is reviewed as required.

18. Maintenance Notifications.

18.1 Maintenance Notification requests are generated electronically and then are used to generate and control maintenance activities by either the Production Department or the Maintenance Department to ensure that faults on equipment arising from breakdowns or degradation of performance wear and tear, out of adjustment or pre-planned work is reported and assigned in such a manner as to minimise delays to production and ensure that the repair is completed by a competent person.

18.2 This procedure sets out the common basis by which the Production Department and the Maintenance Department review and generate all planned and emergent work within the specified plant areas.

18.3 Inputs

· There are various inputs of maintenance work, which are required to be planned in; these will be fed to the Maintenance Department via the Plant Manager or nominated deputy using the Maintenance Notification system.

18.4 Emergent work.

· Emergent work would generally be considered to be breakdown of plant or equipment and all work notifications  done on this basis will be prioritised using the guidelines set out in this procedure, all “1” priority jobs will be executed at the expense of other work.

18.5 Prioritisation.

· The Treatment Manager, Pre-treatment Manger, Plant Manager and Shift Manager prioritises all notifications along with the Mechanical Supervisor or nominated deputy to allocate 1, 2 or 3 priorities using the following guidelines.

A highlighter pen is used to identify any Health, Safety and Environmental notification requests when manually inputted to the plant Action Log. This system is also used for any issue that may affect product quality.
Priority 1

· Any problem or failure which resulted in plant stoppage.

· Any problem which is likely to result in a plant stoppage in the next twenty four hours

· Any problem or failure which although not stopping the plant or production is reducing through put.

· A Major leak resulting in odour / dust / liquid release

· An immediate safety or environmental issue.

Priority 2

· Deterioration of plant and equipment which is likely to result in failure and plant stoppage if not attended to within seven days.

· Improvement work likely to result in immediate benefit to safety, throughput, noise, odour, dust levels.
Priority 3

· Deterioration of plant and equipment which is likely to result in failure and plant stoppage if not attended to within 2 to 5 weeks.
· Minor leaks not causing excessive odour, dust, liquid release.

· Minor faults not reducing throughput, not severely affecting operability or likely to result in a major repair with respect to cost or time.

· Improvement works that requires assessment and plant stoppage.
18.6 Further Related documents:
· Permit to work. Located at the permit stations.

· Action Log. Located in the Control Room.

· QSE Action Log. Located in the Q.S.E. office.

· Electronic Maintenance Notification Requests. (PM System)
· Daily Engineering Checks Record.
· Weekly Anivi Checks Record.

· Daily Mechanical Maintenance Activity Record.
· Daily Electrical Maintenance Activity Record.

· Weekly Workshop Equipment Inspection Record.

· Daily Conductivity Probe Test Record.

· Daily Electrical Checks Record.

· Emergency Generator Weekly Inspection Checks.
19. Procedure.

19.1 This Procedure covers all the engineering and electrical activities either planned or emergent requested over the whole of the process/production areas.

19.2 The Maintenance Notification Requests will be sanctioned by the Plant Management team, Treatment Manager, Pre-treatment Manager, Plant Manager, Shift Manager or Mechanical Supervisor and prioritised using the guidelines set out in this procedure.

19.3 On discovering a fault on plant or equipment the Plant Management team will decide on the appropriate remedial action to be taken, if required they may liaise with the Mechanical Supervisor to confirm the fault. 

19.4. Once the Plant Management team or nominated deputy is satisfied on the course of action required a Maintenance Notification Request should be generated entering the details of the fault or description of the work required, in a clear and concise manner, with reference where possible to plant and equipment including any equipment reference numbers. The Maintenance Notification should also indicate if a Permit to Work is required.  If in any doubt as to whether or not a Permit is required, then the Safe System of Work Instruction QSEUK.36 and any relevant Risk Assessment(s) should be consulted and further advice sought.

19.5. The Plant Management team or nominated deputies will then liaise with the Mechanical Supervisor or nominated deputy to prioritise the jobs using the prioritisation guides detailed in 13.5 of this procedure.
19.6. The Mechanical Supervisor or nominated deputy will assign an appropriate member of the Maintenance department who will then liaise with the shift manager or nominated deputy to establish a start time.  Then and only then; will a Permit to Work be issued.
19.7 The Mechanical Supervisor or nominated deputy or the Maintenance Notification holder will advise the Plant Management team or nominated deputy of any unforeseen problems encountered that may effect completion, if the work can not be completed within the estimated time the Maintenance Notification holder will inform the Mechanical Supervisor along with the Plant Management team or nominated deputy and a decision will be taken as for the permit to work be cancelled and then further re-issued at a mutually agreed time.

19.8 Once the work has been completed the Maintenance Notification holder must make sure the work area is left clean and remove any tools or materials. The Plant Management team or nominated deputy should then be informed and both parties should make an assessment of any pre-start checks that may be required to prove integrity of the completed job, and any electrical isolation that were made are re-instated.

19.9 The Maintenance Notification holder should then return the completed notification and any related documents, for example; completed Engineering Work Instructions, for the attention of the Mechanical Supervisor or nominated deputy with the following information entered.

· The completion time

· Any down time experienced if not planned

· What materials were used 

· Any materials required
20. Risk Assessments and Work Instructions.

21.1 The maintenance area is subject to JSA, Risk Assessments and Engineering Work Instructions. All relevant JSA, Risk Assessments and Engineering Work Instructions are reviewed at regular intervals or when there has been significant change to a specific job task or operation these Assessments / Instructions take in to account all relevant Quality, Safety and Environmental considerations.

21.2 Risk Assessments are reviewed by the Mechanical Supervisor and nominated deputy in conjunction with the QSE Department with further input welcomed from all maintenance staff.

21.3 It is the responsibility of the Mechanical Supervisor or nominated deputy to issue JSA, Risk Assessment(s) and Engineering Work Instructions and ensure they are completed and used for the maintenance area activities.

21.4 All planned maintenance and preventative work must have the Risk Assessment completed before the work commences.

21.5 For emergency work and some breakdowns work a Risk Assessment is in the form of a Permit to Work and the Safe Systems of Work Instruction QSEUK.36 must be followed.

22. Equipment Identification

22.1 To ensure all maintenance equipment is identifiable for the purpose of all types of Inspection and Inventories as required and to guarantee a robust Inspection and Inventory regime is maintained; all individual items of equipment (subject to Inspection) must be issued and marked with individual ID numbers.

23. Statutory Inspections, Schedules and Inventories

23.1 It is the responsibility of the Site Engineer and Mechanical Supervisor to maintain an inventory of all equipment and individual identities subject to Statutory Inspections and or Tests. 

23.2 It is the responsibility of the Site Engineer and Mechanical Supervisor to maintain; schedules of all equipment and individual identity numbers subject to Statutory Inspections and or Tests. 

23.3 It is the responsibility of the Site Engineer and Mechanical Supervisor to co-ordinate all appropriate Statutory Inspections and or Tests in accordance with Statutory Requirements with the appropriate independent specialist organisation(s) and that such Inspections or Testing are duly executed. 

23.4 It is the responsibility of the Site Engineer and Mechanical Supervisor to ensure that all equipment required for Statutory Inspection or Testing is duly presented at the time of scheduled Inspection or Testing.

23.5 Any actions and recommendations required following Inspections are        co-ordinated by the Site Engineer and Mechanical Supervisor in conjunction with a member the QSE Department to ensure the relevant corrective actions are raised.
24. Lifting Equipment and Accessories for Lifting Loads.

24.1 All lifting equipment and accessories for lifting loads acquired for installation and or issue and use at Befesa site must be supplied with a Manufacturers Test Certificate or Certificate of Conformance where appropriate and be individually clearly marked by the manufacturer with its SWL (safe working load) this may also be termed by the manufacturer as ‘rated capacity’ or ‘working load limit’.
· Note* that the SWL is usually expressed in terms of the maximum load that the equipment may safely lift. 
· However, it should be noted that where lifting equipment is acquired that has a SWL that varies with its operating radius or is dependent upon how it is configured, it is either clearly marked or adequate information is provided to indicate to the user the Safe Working Load.
24.2 In addition to the requirements such Test Certificates or Certificates of Conformance for each individual item must be retained and filed accordingly for the lifetime of the equipment or reviewed and updated as required by means of Statutory Inspection or Testing. 

24.3 All ‘SWL’ markings on lifting equipment and accessories for lifting loads must be maintained and the reliability of such equipment maintained to allow safe mechanical operation. Such equipment must be inspected on a weekly basis by a competent and experienced member of the Maintenance Department and the findings recorded and retained in accordance with applicable Statutory Regulations, Management Systems and with regard to auditing requirements. Ref: ENGUK.08
24.4 All such equipment is additionally subject to Pre-use Inspections by maintenance personnel. Pre-use Inspections are not required to be recorded.
24.5 All equipment must be stored in a safe manner when not in use with regard to prevention of undesirable contamination or corrosion.

25. Portable Appliance Testing (PAT)

25.1 All portable electrical equipment must be tested for its electrical safety on a regular basis. Arrangements for PAT testing are the responsibility of the Electrical Supervisor.
25.2 All testing must be completed by a competent person.

25.3 All Tests must conform to the requirements of the electricity at work regulations.

25.4 Where practical the person carrying out the test and inspection should attempt to rectify the problem or immediately remove the equipment from the work area for disposal in accordance with WEE regulations.

25.5 Records of PAT testing are kept in the QSE office.
26. Portable and Fixed Workshop Equipment Inspection.

26.1 It is the responsibility of the Site Engineer to ensure all site Portable and Fixed Workshop Equipment is inspected on a weekly basis by a competent and experienced member of the Maintenance Department and the findings recorded (Weekly Workshop Equipment Inspection Record) and retained in accordance with applicable Statutory Regulations, Management Systems and with regard to auditing requirements. Ref: ENGUK.08 and ENGUK.04 for further information. Equipment must be stored in a safe manner and with regard to prevention of undesirable contamination or corrosion.
26.2 All such equipment is additionally subject to Pre-use Inspections by maintenance personnel. Pre-use Inspections are not required to be recorded with the exception of:
· Personal Safety Harness and Lanyards. Ref: ENGUK.04 & Safety Harness and Pre-use Inspection Record.

26.3 Any defects must be reported and the equipment withdrawn from service and rendered inoperable until satisfactory repairs has been completed. Where repair cannot be affected; such equipment must be disposed of with regard to WEE, LOLER and PUWER Regulations. Ref: ENGUK.08 and ENGUK.04 for further information.
27. Emergency Stops and Isolators.

27.1 All fixed equipment utilised in the maintenance area must be fitted with an emergency stop facility and maintained accordingly. Emergency stops and isolators are subject to the requirements of (20. 20.1, 20.2 and 20.3 of this Procedure)        
28. Machinery Guarding.

28.1 All equipment used in the maintenance area that has rotating/moving sections or parts must be fitted with suitable and sufficient guarding in order to prevent accidental contact and potential injury. All equipment guards are subject to the requirements of (20. 20.1, 20.2 and 20.3 of this Procedure)        
29. Abrasive Wheel.

29.1 The Abrasive wheel equipment must be inspected, tested and dressed on a weekly basis by a competent and experienced member of the Maintenance Department and are subject to the requirements of (20. 20.1, 20.2 and 20.3 of this Procedure)        
30. Mobile leaning Ladders and Step Ladders 

30.1 Access equipment such as ladders and step ladders must be maintained and operated in a safe manner. Ref: QSEUK.35 for more information. All such equipment is subject to the requirements of (20. 20.1, 20.2 and 20.3 of this Procedure)
31. Scaffolding.

31.1 It is the responsibility of the Site Engineer to organise all scaffolding requiring erection, inspection, additions, alteration and dismantling as required on site and is furthermore, carried out only by an approved Scaffold Contractor. Ref: QSEUK.37 and Scaffold Erection, Inspection and Dismantling Record for further information and requirements. 
32. Welding/ Burning and Plasma Cutting
32.1 All maintenance personnel welding or operating the plasma cutter in the maintenance workshop must ensure that welding screens are used and that personal protective equipment (Air fed welding Mask) full face tinted cutting visor and extraction as appropriate is utilised.

32.2 All welding and gas burning carried out in the plant areas must be completed under the relevant Permit to Work (Hot Work Permit) and JSA Welding and Burning Instruction applied.
32.3 Gas welding / cutting may only be carried out when all gas cylinders are securely fixed either to a stand or structure along with the relevant Permits and Engineering Work Instructions.

32.4 All gas cylinders must be fitted with flame arresters when in use. All regulators must be suitable and approved for the task in hand. Suitable protective equipment (Air fed welding Mask) and extraction must be utilised.

32.5 All Equipment used for welding, burning and cutting are subject to the requirements of (20. 20.1, 20.2 and 20.3 of this Procedure)        
33. Paint Storage.

33.1 All paint and associated materials must be stored in a secure area away from sources of ignition. Fire extinguishers must be located in the vicinity of any paint storage areas. (All lids must be secured when not in use).

34. Gas Cylinder Storage.
34.1 Gas cylinders must be handled and stored in a safe manner a suitable storage area must be maintained to ensure cylinders are stored securely and upright All cylinders must be segregated in order to minimise the risk associated with incompatible reactions.

34.2 Gas cylinders must be handled in a safe manner during maintenance operations. This includes securing to suitable stand/ structure during work. All cylinders must be segregated in order to minimise the risk associated with incompatible reactions.

35. Lubricating Oil Storage.

35.1 All lubricating oil stored in the maintenance area must be secured and away from sources of ignition. Containers must be adequate and provision made for spillage control in the event of accidental release. Labelling of such containers must be maintained.
36. Boiler Treatment/ Water Tower Treatment.

36.1 Boiler treatment and water treatment for the site is carried out by an external specialist contractor with all records kept in the QSE Office. 

36.2 The QSE Department or nominated deputies will sample the cooling towers, sites boiler on a weekly basis with all records are kept in the QSE Office.

37. Personal Protective Equipment.

37.1 Personal protective Equipment must be worn when carrying out hazardous operations.  Protective Equipment is issued to all Maintenance staff on an individual basis. With access available to all the PPE requirements for the sites operations.

37.2 Protective Equipment must be stored in a suitable manner; PPE must be inspected and examined on a regular basis.

37.3 Any defects found in PPE must be reported to the Mechanical Services Manager and the relevant requisition document used for requesting new issue.
38. Capital Expense Approval 

38.1 An annual capital expenditure budget is approved for the Befesa Salt Slags site in January each year.  This is generally based on a pre-agreed list of requirements.  The budget also allows for capital expenditure on minor and plant improvement projects.  This is to outline the steps to be taken to ensure that the need for capital expenditure is highlighted and that the money is requested and approved in the correct manner.  A separate form should be completed for every capital request. Document Ref: Capital Expenditure Internal Request Form. This form can be located on the E74 central server system
Plant manager: 
Ensure compliance with procedure.

Managing Director:

To approve capital expenditure.

Accounts Technician

To issue project codes and make the entry in 

Navision to reconcile the capital expenditure with the Plant manager on a monthly basis to ensure the budget is not exceeded.

32.2 An individual will recognise that a plant improvement or capital expenditure is necessary.  For example these could include the installation of a new pump and pipeline, the replacement of an obsolete piece of equipment, or the purchase of a spare item with significant cost.

A Capital Expenditure Request Form should be obtained from the accounts department. The form should be completed as fully as possible and then passed to the Managing Director for approval.

The approved form should be taken to the accounts department. A project code will be entered in Navision, to allow the raising of purchase orders etc.  

The completed form should be copied and circulated as appropriate – see form for details.

A review will be held at the end of the project to ensure anticipated dates and costs were met.
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