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QUALITY MANAGEMENT PROCEDURES 
REFERENCE LOCATION: 
 
PCD 017 Gas Safety Management Procedure 
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GAS MANAGEMENT 
 

1.1  
 
a) The Strategic Gas Team (SGT) assigned in writing by the Head of Property shall 

undertake a co-ordinated approach to the establishment and management of The 
Highland Councils Gas Safety Management System. 

  
b) The SGT shall possess adequate professional knowledge, gas industry experience 

and competent gas industry expertise to develop and manage the necessary 
procedures to ensure that the safety of gas is maintained in Council premises.  There 
shall be a senior manager, or have similar status, and sufficient authority, 
competence and knowledge to manage the set down procedures.  The SGT shall be 
required to liaise with other professionals and senior managers. 

 
1.2  The SGT shall be assigned in writing by the Head of Property. 

 
1.3  The SGT shall make recommendations to the Head of Property for the 

 appointment of client delegated persons (CDP) and area gas administrators (AGA). 
 

1.4  The SGT shall act as the centre point through which all Non-Domestic and Domestic 
gas matters shall be co-ordinated. 

 
1.5 The SGT shall independently act as a direct link to the “Landlord” and to the 
 Highland Council Services Management Teams in order to facilitate the flow of 
 inter-service co-operation; who shall also provide a pivotal point for information 
 flow between the different sections of Housing and Property Services. 

 
1.6 The SGT shall meet and Review on a monthly basis to discuss and review: 

  the performance of the Gas Management procedures; 
  RIDDOR investigations; 
  non conformities arising, and that corrective and preventative actions are 

meeting the requirements of gas legislation, (as per PCD 005 and OI-PU-005) 
  T:\Service QM\QM-PROFORMAS\PCD 005A Non Conformities plus status 

indexes 
  recommendations to the H & PS management team 
  gas incidents reported from the Property Related Safety Concern Log 

 
1.7 The SGT shall meet with and chair a Client Meeting on a quarterly basis to: 

  disseminate information relating to Gas Safety Management to Client 
Services, with representative from Corporate H & S Team; 

  Discuss RIDDOR reports where there is direct Client involvement. 
  discuss non conformities where the Client is directly involved 
  Evaluate the Gas Management procedures against incidents and changes to 

legislative and regulatory requirements. 
 
 The Service representatives on the Gas CDP Client meetings shall have delegated 
authority and  responsibility from their Service directors to ensure that all aspects of 
the gas management system are implemented and monitored within their Service. 
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2.0 OPERATIONAL 
 

2.1 Capital and Revenue works for Non-domestic and Domestic properties or for 
 properties where gas already exists shall be instructed by the Client to the H&PS  
 Project Management Section. Where a deviation from an OI or the Process occurs 
 in managing a project the SGT shall be consulted by the Project Manager or 
 H&PS Area Manager or CDP before proceeding with the project or contract. 
 
2.2  A gas escape/smell of fumes or other gas related incident must be reported to the SGT 

 
a) In the first instance using the Gas Safety Incident Report Pro Forma  

Appendix A in OI-008.1 
 
b) And subsequently, the SGT shall be sent a copy of the report into the incident in 

order that a review of relevant processes takes place to determine if the gas 
management process is being applied and remains effective.  

Highland Council 

Area Gas 
Administrators 

H&PS Director 
(landlord) 

Contract CA 
SER059 & 023 

Strategic Gas Team 

CDP 
North & South 

 

Contractor Progress 
         Meetings 
 



 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
                    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  
 

Highland Council Gas Landlord 

5. Director of Housing & Property – Delegated Gas Landlord 

6. Head of Property & Head of Housing 
Delegated responsibility from Director H&PS  

Effective Gas Management System 
Repairs, Servicing and New Projects 

Tenant Policy, Letting etc. 4. Strategic Gas Team 
H&P Service Policies & Procedures  

Contract Procurement & Performance 
Review of New Gas Installation Programmes 

8. H&P Managers 
(North & South) 

 
Client Delegated 

Persons 
 

Ensure Gas Procedures 
are being implemented. 
Ensure staff have 
suitable training. 
 

17. Domestic 
Properties  

 Gas Servicing & 
Repairs Contractor

21. Highland Council Tenants & Property RPO’s 

1. Client Delegated 
Contacts 
Chief Executive Office 
ECS (ALO) Catering/Cleaning 
Finance  
Housing & Property 
Planning & Bld Control 
Social Work 
TEC’s 
Management Responsibilities 

14. New Works Project 
Teams 

 
Capital Projects & 
Revenue Projects 

 
Consultancy Manager 
Programme Manager 

Principal Engineer 
 

Internal/External Delivery 
Teams 

 

3. Corporate H&S and Wellbeing 
Team 

Policy, Audit & Monitoring Compliance 

 

Highland Council - Gas Management Structure (Version 1.17 25 August 2011) 

Strategy, Policy & Corporate Monitoring 

Operational Management 

18. Non – Domestic 
Properties  

Gas Servicing & Repairs 
Contractor 

15. Works Order Issuing 
Teams 

 
1. Service Centre 
2. Area Business Support  
 
 HIS Work Orders 
 RECorder Works Orders 

 
Note: New Contract will 
provide a new electronic Gas 
Management System. 

19. Capital & Revenue New 
Projects  

 
12 Months Defects Liabilities 

 
Out of Hours Requests 

 
Housing Building Maintenance 

 
Principal Contractors 

 

Repairs, Service & Contract Delivery 

20. Scottish Gas 
Emergency Gas 

Response 
Service 

12. Assistant  Housing 
Managers  

(North & South)  
Delegated responsibility from Area H&P 

Manager 
Accommodation Officers 

 
Council Lets, Leased Houses, Rooms, 

Homeless etc - Register Required 

13. Property Managers  
North & South 

Non Operational Estate 
 

Lettings Administrators 
 

Industrial Units, Leased Units Etc 
Enforcement Responsibility 

7. Corporate Asset Management Team 

16. Gas Installation and Repair Requests 
 
Daytime Calls 

    Out of Hours Calls
1. Service Centre 
2. Maintenance Officers 
3. On Call Duty Officer – Phone Call to Gas   
   Contractor and send confirmation order. 
   Note: Current list of Gas Heating Projects and 

contacts is required for call outs within new 
projects defects liability period. 

2.External Agencies - Fire Police etc 

Key  
1.                     Communication Link 
2.                     Management Action Link  
3.                     Works Links for Service Delivery to Tenants/RPO’s 
4.                     Out of Hours Calls to Gas Contractors 

 9. Gas Contract Administrator     
Gas Competent Person 

10. Assistant Property Managers 
(North & South) 

Delegated responsibility from Area H&P 
Manager 

11. Area Gas Administrators 
North & South (2) 

Co-ordinate Work Orders, Coordination of 
Gas Service Runs, Repairs, Database 

Updates 


