The 4Cs Process

Host calls visiting worker / contractor to
site

Step 1:

Report to Guardroom / Security Post

- Receive general site induction brief

Step 2:

Report to Host

- Discuss detail of job and method of working
- Exchange of known hazard information
(Communication)

- Review of Risk Assessment

- Requirement for Permits to Work (Control)

Step 3:

Report to Area Custodian

- Discuss detail of job and method of working (Co-
operation)

- Exchange information on particular site hazards

- Exchange information on other activity in the area
(Co-ordination)

- Sign visitor’s log

Proceed with Task

On Completion:

Notify Area Custodian

Notify Host

Note: On some sites, where the Host is not resident, Steps 1
and 2 may be reversed.

A demarcation agreement has been set up for
my work area. Do these arrangements still

apply?

On some Establishments, where a formal
demarcation agreement has been set up, some
variation to these arrangements may be
applicable. You should refer to the 4Cs
Appointed Person for clarification.

How will | know who the Area Custodian is?

Your Host should be able to tell you who the
relevant Area Custodian for your activity is. Some
Establishments display “Area Custodian” signs
outside the office of the post-holder. If there is
doubt, you should refer to the 4Cs Appointed
Person, whose contact details are given below.

Site Contacts:

The following contact numbers may be obtained
from any military phone:

FIRE or OTHER EMERGENCY: 2222 or
4Cs Appointed Person:
Office:

(Host for most maintenance activity)

Authority Local Representative (ALR):
(Host for Project Aquatrine)

Guard Room:
Safety Officer:
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THE MOD 4Cs SYSTEM - A GUIDE FOR
VISITING WORKERS AND CONTRACTORS

Your safety, health and wellbeing whilst working on
this Establishment is of key importance. This leaflet
describes the arrangements to ensure your protection
and the protection of those working around you. It
applies equally to Defence personnel, as well as to all
other visitors. Please take a few minutes of your time
to read this through. If there are any questions it
doesn’t answer, a list of contacts is given on the
reverse, to whom you may refer for further guidance.

So, what are the 4Cs exactly?

Activities undertaken in Defence, often present visitors
with an unusual range of hazards. Many of these
change on a daily basis. Equally, maintenance work
and repair work can all introduce hazards of their own.
Sometimes the two sets of activities can conflict.
Effective safety management, therefore, relies on the
following principles:

- That the work of different organisations is Co-
ordinated

- That different organisations Co-operate to ensure
that work is carried out safely

- That different organisations Communicate on safety
matters

- That, where there is a conflict of interest, that work is
Controlled, to ensure respective tasks are carried out
in a safe manner.
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So how does it work?

The person who invited you to this site is known as
your Host. This may be a MOD member of staff, or a
representative of one of the other organisations
residing on this site. They are responsible for notifying
the Guardroom / Security Post of your arrival. The
Host is also responsible for ensuring that your work is
managed in a safe manner.

Step 1 - Arrival:

When you arrive at the site, you will need to report to
the Guardroom / Security Post, in order to gain entry to
the site. Here, you will be given a general site briefing
on the collective safety and security arrangements for
the site (Fire evacuation procedure; Speed limits; use
of cameras; mobile phones and so on.).

Step 2 — Report to Host:

Once you have been admitted to the Establishment,
you should report to your Host. They will discuss the
detail of the job you have come to do, and your
intended method of working. They may also need to
see your Risk Assessment. The Host will also tell you
if a ‘Permit to Work’ is needed for your activity.

Step 3 — Report to Area Custodian:

Each building or area on this Establishment is under
the control of an Area Custodian. This may, or may
not, be the same person as your Host. They are
responsible for co-ordinating the day-to-day activity in
any one area of the Establishment. They will advise
you of any particular hazards in their area and let you
know of any other activity taking place at the same
time. They will also need to know what work you
intend to carry out, to ensure that this does not conflict
with any other local activity. You will also be asked to
sign the visitor’s log. Once this discussion has taken
place, you will be able to commence work.

A flowchart, describing this process is given opposite.
Other frequently asked questions:

I've been called in to do an urgent repair. Hasn’t
the Host done all this co-ordination and
communication before | get here?

Your Host should have pre-notified all relevant people
of your arrival. However, they will not know how you
intend to work, nor all the other activities happening on
site at the same time. No job is so important that time
cannot be taken to get these first steps right.

I’'m just a delivery driver / | just came here to
attend a meeting. Do | need to go through all this?

Where your work is unlikely to have an impact on
anybody else, the general site induction given at Step
1 may be sufficient. Your Host will determine this.

I've been in and out of this Establishment for
years. Surely, | don’t have to do this every time |
comein?

Where workers carry out routine or regular and
repetitive tasks, some Establishments may allow for
Steps 1 and 2 to be covered by a periodic briefing
given by the Host. However, you will still need to
report to the Area Custodian to exchange information
on the day-to-day activity in the area in which you
intend to work.

I’ve been called in out-of-hours, and neither the
Host nor Area Custodian is available. What am |
supposed to do?

This situation arises when responding to a task that
requires an urgent repair. You should only attempt to
“make safe” or carry out such restoration work as is
within your competence, and as has been agreed with
your Host. If they are not physically present on site,
further advice from your Host should be sought by
telephone.

Rules:
e No alcohol or drugs may be brought onto this site.

e Smoking is NOT permitted anywhere except
designated areas.

e All persons employed on this site must display a
valid establishment pass.
Photography is not allowed.
Bags, holdalls and boxes etc may not be left
unattended at any time, except inside designated
areas.
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Escorts are required for entry into any of the following:

Permits to Work:

A Permit to Work must be obtained prior to carrying
out any of the following activities:

Excavation; Hot Work; work on electrical systems;
work on fuel installations; work on boilers or other
pressure systems; work at height; work in any
manhole or confined space. (Contact your Host for
details)

Rules for vehicles:

e The speed limit around built-up areas of the
establishment is mph

e Columns of marching service personnel ALWAYS
have priority

e Parking is only permitted in designated areas.
Grassed areas are out of bounds.

¢ Reversing delivery vehicles must always have a
guide.

Reporting Health and Safety Incidents

If you have a health and safety incident (near miss,
accident or incident) while you are on this
Establishment, you must report it to your Host at the
earliest possible opportunity. This is to help prevent
accidents happening in the future, and to aid the
Accountable Person in their legal duty to maintain a
safe working environment for all, Lodgers, visitors and
any Contractors working on their Establishment.
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