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Management Procedure 
Third parties: contracts for research activities, teaching, consultancy services and price-listed activities
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	Minimum requirements for the procedure

	a) The activity's risk assessment document must be annexed to the contract draft before it is endorsed by the Department Council and/or Board (in this way the Department Manager will be able to report any critical issues so they can be monitored by the University Administration)
b) Filing of an original copy of the report on the activity results that is sent to the Customer.


Rev. 1, 20th September 2013 
1. Management procedure: phases and minimum requirements
The procedure to manage Third Party contracts (research, teaching, consultancy and price-listed activities) is carried out in three major phases:
1. Phase 1 - Endorsement of the proposed contracts and price lists by the Units' Governing Bodies
2. Phase 2 - Execution of the planned contract or price-listed activities
3. Phase 3 - Delivery of research results
1.1. PHASE 1 – Endorsement of the proposed contracts and price lists by the Department and Campus Governing Bodies
Generally, for contracts that include laboratory activities (in or outside the university) or in the field:
· In the case of new activities, the Department Manager will identify a Laboratory Research and Teaching Activities Manager (LRTAM). The Department Manager checks that the identified LRTAM has already been appointed and that he/she has attended the online course for LRTAMs and Supervisors (the course certificate is valid for five years). If this is not the case, the Department Manager will appoint the LRTAM and inform him/her that attending the course is mandatory.
· If the activities are not new (and have already been subject to risk assessment), the Department Manager will inform the involved LRTAM.
In the case of new activities:
· An activity risk assessment document (Activity RAD) must be prepared using the form available on the website of the Occupational Safety and Health Service.  

In the case of activities that are not new:
· The Activity RAD must only be updated.
In either case, the procedure does not change.
Research, teaching and consultancy contracts
For contracts that include laboratory activities (in or outside the university) or in the field:
· The LRTAM, working with local Safety Officers, will prepare/update the Activity RAD. The LRTAM can decide if other staff members need to be involved (e.g. supervisors or other LRTAMs).  The document must be signed by the LRTAM and annexed to the proposed research contract before it is submitted to the bodies.
· The Department Manager has the duty to check the document is present. If it is not, the contract proposal will not be submitted. 
· The Department Manager will then check that the units and the department's organisational and facility-related aspects are compatible with any required safety measures described in the Activity RAD. He/she will then check that any additional work/interventions are compatible with the Unit's budget. If this is the case, the Department Manager will submit the contract to the bodies. If not, the Department Manager will contact the LRTAM to assess alternative procedures.
· The Department Manager will send a copy of the documents to the local Safety Officer so that the Unit Area RAD can be updated if necessary.
Price-listed activities 

Service laboratories and their Managers are defined in the Unit Regulations, which officially gives the Laboratory Manager(s) the power to make the Unit perform work for third parties as part of this kind of contract.
In the absence of a formal mandate, the duties and responsibilities described below for the Laboratory Manager belong to the Unit Manager
 .
With regard to the activities of service laboratories, it must be stated that:
· The Laboratory Manager is a Supervisor; however, the Department Manager/Head can identify and appoint another relevant Supervisor and assign specific safety-related tasks to him/her. He/she will check that the chosen Supervisor has attended and passed the online training course for LRTAMs and Supervisors (the course certificate is valid for five years).
· Supervisors support the Department Manager/Head but do not release him/her from his/her safety-related duties.
· The price list is approved by the Unit’s Governing Bodies and becomes effective when it is signed by the Unit Manager.
· The Department Manager/Head, working with local Safety Officers and the Supervisors, must prepare the activities' risk assessment document (Activity RAD) for every new kind of activity added to the price list. 
· The Department Manager/Head must then check that the required prevention measures (if any) described in the Activity RAD are compatible with the structural and facility-related conditions of the laboratories. Should improvement works be necessary, he/she must check the Unit's budget and intervention funds. If it is possible, the Department Manager/Head signs the Activity RAD and annexes it to the Price list proposal that will be submitted to the Bodies. If not, the Department Manager/Head will contact the Laboratory Manager/Supervisor to assess alternative procedures.
· If the Activity RAD is not signed, the Price list proposal will not be submitted to the bodies.
· The Department Manager/Head will send a copy of the documents to the local Safety Officer so that the Unit Area RAD can be updated if necessary.
According to the approved Price list:
· The Customer will ask the laboratory for services.
· The Laboratory Manager (or his/her delegate with a formal proxy statement) accepts the request or approves the offer.
1.2 PHASE 2 - Execution of the planned contract or price-listed activities
Research, teaching and consultancy contracts
With regard to all collaborators however involved (undergraduate students preparing a thesis, research fellows, PhD students, external staff, etc.), before activities begin the LRTAM must:
· plan a specific training course related to the risks closely connected to the activity and provide the Department Manager with a list of the collaborators who have taken part in the training;
· provide the Department Manager with a list of the PPE supplied. 
Price-listed activities 

With regard to all collaborators however involved (undergraduate students preparing a thesis, research fellows, PhD students, external staff, etc.), before activities begin the Supervisor appointed by Department Manager/Head must:
· plan a specific training path related to the risks closely connected to the activity and provide the Department Manager/Head with a list of the collaborators who have taken part in the training;
· provide the Department Manager/Head with a list of the PPE supplied. 

1.3 PHASE 3 - Delivery of research results 
Research, teaching and consultancy contracts
· The final report resulting from the contract is undersigned by the Service Manager
, thus ensuring it is technically and scientifically adequate and it fulfils contractual obligations.
· The delivery of the report to the Customer is undersigned by the Unit Manager, thus fulfilling administrative contractual obligations.
· The Service Manager, Customer and Unit Manager will sign two original copies of the End-of-activity report.
In the case of contracts that, for the confidential nature of the information they contain or other specific reasons, do not have a final report or another kind of document that proves the completion of contractual activity, it is crucial that the Service Manager, Customer and Unit Manager sign two original copies of the end-of-activity-report. One of the originals will be sent to the Customer (with the invoice) and the other will be filed in the Unit's administrative deeds. This condition must be expressly defined in the contract itself. The addition of this clause does not require the contract to be approved by the Board of Governors.
If the contract includes intermediate stages of work progression due to intermediate relations, the above applies to these stages as well.
Price-listed activities 

· The results of the service provided are signed by the Laboratory Manager and, on a voluntary basis, by the technician who carried out the tests.
· Results are delivered to the Customer by the Laboratory, which provides the Department Manager with a second, original copy of the test report, together with all the documents required to issue the invoice. This copy of the test report will be filed to prove contractual obligations were fulfilled.
Operating suggestions
Safety clauses for price-listed activities
Just as university contracts in general have a broad range of articles related to safety issues, the safety aspects related to price-listed activities should also be defined and agreed with the Customer. When necessary, the quote should include a request for information on the hazards related to the samples/materials to be tested (e.g. by providing safety sheets or information on the sample's origin) and instructions on how to manage and dispose of them. If the activities are carried out, either entirely or in part, in facilities external to the Politecnico, it would be advisable to ask customers to provide information on the safety, occupational safety and health measures used on site and, if necessary, prepare the Interference Risk Assessment Document (IRAD) or similar documents. 
Risk Assessment Document for laboratory research and teaching activities (Activity RAD)
To help LRTAMs, the Department Manager/Head can decide to include in the procedure the need for the local Safety Officer to prepare the Activity RAD with the help of the LRTAM, who must first complete a risk assessment summary sheet for the activity. However, the LRTAM is ultimately responsible for the Activity RAD.
In this case:
· The Department Manager/Head will provide LRTAMs with the activity's risk assessment summary sheet.
· The LRTAM completes the risk assessment summary sheet for the activity and sends it to the Safety Officer.
· The Safety Officer, after reading the contents of the risk assessment summary sheet prepared by the LRTAM, will work with the latter to prepare the Activities' Risk Assessment Document (Activity RAD) and address specific risks more in detail.
Health monitoring 
If the Activities' Risk Assessment Document (Activity RAD) shows that workers whose health is not already monitored are exposed to specific risks (e.g. chemical or biological risk, noise, moving loads, etc.), the Department Manager must inform the Company Medical Office. 
Independent research activities
Independent research activities, which are not subject to contracts, agreements etc., are still subject to a prior risk assessment. The Department Manager must be informed in advance and must identify a LRTAM.
Forms
Three forms that meet the minimum requirements listed in the procedure have been prepared:
Form 1: End-of-activity report
Form 2: Register of information/training
Form 3: Register of PPE supplied
There is also a possible risk assessment summary sheet for the activity (Form 4).
FORM 1 - End-of-activity report
End-of-activity report
CUSTOMER:


CONTRACT:


SUBJECT:

DATE OF EXECUTION:


CONTRACT VALUE:


On ……….., in ………………, the undersigned …………, Service Manager, and the undersigned ……………… , here representing the customer (with a proxy statement, annexed) 

HEREBY DECLARE
that the activities subject of the above-mentioned contract have been executed as planned (please read the article in which the results are described in detail).
In consideration of the above, they undersigned this report, which to all effects represents evidence of the fulfilment of contractual obligations and which, having been read and endorsed, is undersigned as below.
The Customer



The Service Manager 



The Unit Manager                          _


Milan, …………………..
FORM 2 - REGISTER OF INFORMATION/TRAINING
Dear Sir/Madam
Department Manager of __________
Campus
Milan, date 
Prot. No. ____
	ACTIVITY DESCRIPTION

	

	LRTAM (NAME AND SURNAME):
	

	CONTRACT REFERENCE NO.
	

	NATURE OF FINAL LEARNING TEST
	


Topics addressed:      _________________________________________________________________________________________________

The people listed below declare they have understood the instructions given
	Name and surname
	Signature
	Result of the test performed by the LRTAM

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Signature of the LRTAM
-----------------------------------------------------------------------
FORM 3: REGISTER OF SUPPLIED PPE 

Dear Sir/Madam
Department Manager of __________
Campus
Milan, date 
Prot. No. ____
	ACTIVITY DESCRIPTION

	

	LRTAM (NAME AND SURNAME):
	

	CONTRACT REFERENCE NO.
	


LIST OF SUPPLIED PPE:
The people listed below declare they have received the listed PPE
	Name and surname
	Signature

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Signature of the LRTAM
-----------------------------------------------------------------------

FORM 4 - Summary sheet for the assessment of the risks connected to research activities in laboratories 
	
	SUMMARY SHEET FOR THE ASSESSMENT OF THE RISKS CONNECTED TO RESEARCH ACTIVITIES IN LABORATORIES 


This sheet must be completed and signed by the LRTAM before starting laboratory activities in the Politecnico or in other premises (companies, facilities, field work, etc.) with the help of the Safety Officer in the relevant unit, according to the instructions in the management procedure: "Third Parties: contracts for research activities, teaching, consultancy services and price-listed activities". The completed sheet must be submitted to the local contact Officer, who will prepare the Activity RAD.
	NAME OF THE ACTIVITY
[please enter the contract number or the price-listed activity]
	

	LRTAM (NAME AND SURNAME):
	

	ASSESSMENT STATUS:

	( new
( update of _____ (date)


	1. KIND OF ACTIVITY PERFORMED (brief description and estimated time for carrying out the activities)

	


	2. ACTIVITY VENUE (address, name and code of the hall if indoors, name and brief description if outdoors/external)

	

	Only if this is an update:
(  I declare the activity carries no risks in addition to those previously declared
Date_______________________   LRTAM Signature: ________________________________________


If the activities are performed in Politecnico halls, complete from point 4 on.
	3. EXTERNAL/OUTDOOR ACTIVITIES

	Will the activity be held in outdoor areas of the Politecnico (e.g. courtyards, internal streets, roofs, etc.)?   

YES
NO
If NO, where will they be carried out?
1. Supervised areas (plant/construction site, etc.)?  

YES
NO
If YES, have the plant/construction site managers supplied a risk assessment document?  

YES
NO
 If yes, please provide the documents.
2. Unsupervised areas?  

YES
NO
If YES, please provide a description.
3.     Possible interference and exposure
a) Can the activities interfere with other activities carried out in the area (e.g. an area used for the transit of vehicles and people, presence of work sites or activities at risk or other)? 

YES
NO
b) Presence of infrastructure such as gas pipelines, high voltage cables, oil ducts, etc.? 

YES
NO
c) Is there potentially the risk of exposure to:
· Chemical agents
· Biological agents
· Sources of ionising radiation
· Sources of non-ionising radiation
· Sources of noise 
· Sources of vibration
· Other (please specify)___________________________________________
d) The location is such that there exists the possibility of:
· Falling
· Electrocution
· Cuts/abrasions
· Burns
· Presence of hanging loads
· Unstable structures
· Drowning
· Dangerous living creatures
· Other hazards (please specify) _______________________________________


	4. EQUIPMENT USED 

	Will equipment that can cause injuries/accidents (e.g. cuts, abrasions, burns, explosions, etc.) be used?
YES
NO
Are there tools/equipment, the use of which requires specific skills?
YES
NO
Is any equipment used (even occasionally) in ways that are not included in the instruction manual?   
YES
NO
Are self-assembled prototypes or equipment in use?   
YES
NO
Does the equipment undergo programmed maintenance?
YES
NO



	5. MOVING LOADS MANUALLY 
Moving or supporting loads are all operations in which one or more workers have to lift, put down, push or pull a load that has features (such as weight, size, encumbrance) that could cause hazards to health or safety (collision, falls).

	Will there be operations that include moving loads?


YES
NO



	6. CHEMICAL RISK
Pursuant to paragraph 9 of Lgs. D. 81/2008, a hazardous chemical agent is "a compound or preparation classified in one of the hazard categories pursuant to Lgs. D. 52/97 or Lgs. D. 65/2003 or a chemical agent that, although not classified as hazardous, can be a risk to the health and safety of workers because of its chemical, physical, toxicological properties or for the way in which it is used".
Currently, compounds and preparations are subject to two classification systems which coexist on a temporary basis, directive 67/548/EEC and directive 1999/45/EC and subsequent amendments, as well as directive 1272/2008 (deriving from regulation 1907/2006, article 31- REACH regulation).

	Are chemical agents used that are classified as dangerous or used in conditions that can cause hazards?
YES
NO
Are kits available for the containment and collection of spills?


YES
NO



	7. CHEMICAL RISK: CARCINOGENIC AND MUTAGENIC SUBSTANCES

	Are substances used that have R45 or R49 or R46 (according to the old classification) or GHS08 (according to the new classification) on their labels?
YES
NO
Are kits available for the containment and collection of spills?


YES
NO



	8. BIOLOGICAL RISK

	Does the activity envisage the use of potentially hazardous biological agents or materials/matrices containing hazardous biological agents (including potential ones)?  

YES
NO
Are kits available for the containment and collection of spills?


YES
NO



	9. COMPRESSED GASES

	Are technical gases used?


YES
NO
If YES, does the activity envisage the use of compressed gas in high-pressure tanks?


YES
NO



	10. THERMAL RISK

	Will cryogenic gases or materials or equipment at high temperature be used, which could come in direct contact with people?


YES
NO



	11. PHYSICAL AGENTS: RADIATION

	Are there sources of ionising radiation? 

YES
NO
Are there sources of non-ionising radiation?


YES
NO



	12. OTHER PHYSICAL AGENTS:

	Are there sources of noise of significant intensity?
YES
NO
Are there sources of mechanical vibrations?   
YES
NO



	13. ELECTRICAL FACILITIES

	Does the activity require equipment and/or systems powered by electricity that could lead to direct contact with electrically live parts?  

YES
NO
Does the equipment used need a special protection or special electrical supply (not the one of the standard grid, 220V 16 A)?
YES
NO



	14. FIRE RISK

	Can the activity performed lead to the risk of fire, considering the materials and/or substances used or produced?
YES
NO
During the activity, is there the potential for the generation of sparks, electrostatic charges or other sources of ignition (e.g. are free flames used or are there any cutting, grinding, welding operations)?
YES
NO



	15. VIDEO TERMINALS

	Does the activity require the prolonged use of VDTs? 
YES
NO



	16. WASTE 

	Is hazardous waste produced?
YES
NO
Is special waste produced?
YES
NO



Signature of the LRTAM
-----------------------------------------------------------------------

� As defined in the university's Third Party Regulations.


� As defined in the University Regulations regarding Third Parties
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