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[bookmark: _Toc234425310]1.0 Introduction
[bookmark: _Toc518543431]
This procedure describes our arrangements for ensuring that an annual service is carried out on specified items of specialist equipment, both to meet our general health & safety responsibilities and, where appropriate, to comply with specific regulations.  This procedure supports our Property Management Policy complies with Scottish Social Housing Charter.  

[bookmark: _Toc234425311]1.1 Scope

The main items covered by this procedure are:
a) special baths, e.g. Arjo, Parker;
b) overhead and floor-based hoists (personal lifting equipment);
c) shower trolleys (seats);
d) Clos-o-Mat toilets.

[bookmark: _Toc234425312]1.2 Statutory Requirements

The statutory requirements this procedure aims to comply with are:
 
a)  Health & Safety at Work etc. Act 1974;  
b) Provision and Use of Work Equipment Regulations 1998 – covering all equipment;
c)  Lifting Operations and Lifting Equipment Regulations 1998 – covering hoists;
d)  Management of Health & Safety at Work Regulations 1999 - covering risk 
     assessments, staff training etc. 

[bookmark: _Toc234425313]2.0 Inspection and Servicing 

Inspection and servicing activities that must be carried out on equipment to ensure it is:
· Safe to use;
· Operating correctly;
· Compliant with regulations;
· Maintained to extend lifespan.

Items (a) to (d) in para. 1.1 above are each covered by a single annual contract covering all locations.  The contract is with a specialist service contractor.
Prior to the anniversary of each contract, the contractor will submit a quotation for the following year’s servicing.  To comply with the Lifting Equipment Regulations a new service contract must be in place before the expiry of the current contract.
The Senior Investment and Sustainability Manager has delegated authority to accept the appropriate quotation.
[bookmark: _Toc234425314]3.0 Annual Programme 

[bookmark: _Hlk229998674]At the re-commencement of each contract the Asset and Compliance Contracts Lead will confirm the list of addresses to be covered, together with relevant contact details, with the appointed contractors.  

[bookmark: _Hlk229998773]Should any of these details change during a year the Asset and Compliance Contracts Lead will ensure that the contractors receive the relevant information in writing.   

The contractors will arrange access direct with local staff and/or supported people.  

Following each visit the contractor will submit their invoice together with report sheet(s) detailing the inspection, servicing and any repairs carried out.  A separate report will be attached to the invoice for each item checked.   

Should any work be required that is not covered by the terms of the contract, the contractor will contact asset.complaince@arkha.org.uk and the Asset and Compliance Contracts Lead will arrange for a separate works order to be issued for the repairs/replacements required.  

The compliance certificate is normally sent to asset.complaince@arkha.org.uk. The Asset and Compliance Contracts Lead will:  

a) record the required details from the Certificate in Rubixx events and issue a follow-on works order;

b) All test certificates and any related reports, correspondence etc. will be uploaded to the relevant servicing component and saved to the filing cabinet as required in Property Compliance.

Processing of the invoice for payment will be in accordance with current procedures, allocating the relevant cost code for each address covered by the invoice, to ensure that the total costs are split correctly between each location.  If there is a substantial increase in servicing cost, Assets will liaise with H&CE to ensure the service charge is changed to reflect this. If there is a substantial increase in servicing costs he Asset Contractors and Compliance Lead will liaise with Housing and Customer Experience to ensure the service charge is changed to reflect this.
[bookmark: _Toc234425315]4.0 Equipment Failures  

If equipment is identified as unsafe by the contractor, it should be taken out of service and immediately and quarantined. The device must not be used again until the issue has been fully resolved, any necessary replacement parts have been fitted, and the equipment has been inspected and approved by a certified technician.

If you discover that equipment is unsafe,

Press the emergency stop button (if applicable)

· Remove the battery, where possible
· Clearly label the unit as “Out of Service” 
· If an injury or serious incident has occurred, or if a critical fault is identified, this should be reported to Ark Customer Services, the contractor, as well as any relevant local health or regulatory authorities.
· Please also contact Ark Customer Services to arrange an emergency repair or request a compliance check. 

[bookmark: _Toc234425316]5.0 Related Policies, Procedures 

Related policies:
HAM 01 – Landlords Responsibilities Policy
HAM 02 – Property Management Policy
HM 03 – Service Charges Policy
Ark’s Vision, Mission & Values

6.0 Training & Monitoring requirements
[bookmark: _Toc234425317]6.1 Training 

Staff managing servicing of specialist equipment will have training appropriate to their needs and to the needs of the organisation as identified on their individual learning plans. Ark will ensure that relevant employees have an awareness of this procedure and receive adequate training to enable them to effectively fulfil their roles and ensure safety of tenants.

[bookmark: _Toc234425318]6.2 Monitoring

The Asset and Compliance Contracts Lead is responsible for ensuring that this procedure is implemented. The Asset and Compliance Contracts Lead will monitor progress of the annual programme and will follow up with the contractor any delays in completing safety checks and/or submitting completed Certificates.
Contractor performance will be monitored in real time.  Biannual meetings will take place between Ark and the relevant specialist contractor to review performance and KPIs.
Rubixx the tools and dashboards will be used for monitoring (e.g., software, reports, audits, manual checks).
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