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1. Document Control 

1.1. Identification 
Client: Laing O’Rourke 

Project Name: Oxford Humanities 

J&C Joel Project Reference: 4334 

Document Name: Pit Access Treads Operation & Maintenance Manual 

Document Reference: 4334-09-OM-0001 

1.2. Document History 
Rev Date Description Author Checked 

A 13/08/2025 First Issue JC SS 
B 27/10/2025 Updated as per consultant comments JC SS 
     

     

1.3. Contact Details 
J&C Joel Ltd 
Corporation Mill 
Corporation Street 
Halifax 
HX6 2QQ 
United Kingdom 
 
T: +44 (0) 1422 833835  
E: UKprojects@jcjoel.com 
 

J&C Joel Middle East 
Warehouse 12, 598-706, 
Dubai Investment Park 1,  
PO Box 23295 
Dubai 
United Arab Emirates 
 
T: +971 (0) 4 884 7801 
E: InternationalProjects@jcjoel.com 

  

mailto:UKprojects@jcjoel.com
mailto:InternationalProjects@jcjoel.com
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1.4. Warranty 
Limited warranty is valid for twelve (12) months from the date of practical completion and 
handover to the client or clients representative (whichever occurs first.) 

1. The warranty shall be limited to the free supply of replacement materials and 
workmanship for the faulty materials or workmanship and shall not cover other 
damage or defects how so ever caused. 

2. It shall be the client’s responsibility to notify J&C Joel Ltd for any defects in the 
machinery and the warranty shall be void if repairs or other works were carried out 
by third parties. 

3. This warranty shall only apply to the areas where J&C Joel Ltd have been applied 
and completed the works. 

4. The supply of replacement materials and workmanship under this warranty shall 
in no event exceed the quantity specified and supplied and shall only be applied 
to proven defective areas by checking and tests conducted under the control of 
the owner, the consultant or its representative and J&C Joel Ltd or its 
representatives. 

5. This warrantee shall be interpreted according to the laws of the United Kingdom. 

 

1.5. Copyright 
This document contains material that is proprietary to J&C Joel Ltd. This information is 
provided on the understanding that it is used solely for the purpose of information, 
installing and maintaining the equipment described, and that it will not be revealed to 
third parties or otherwise disposed of without the prior written consent of J&C Joel Ltd. 

Copyright for all design, software, electronic circuits, drawings and the text of this manual 
remains with J&C Joel Ltd. This publication or parts thereof may not be reproduced in any 
form, by any method, for any purpose. Further copies may be obtained from J&C Joel Ltd. 
on request. 

© 2025 J&C Joel Ltd. 
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2. How To Use This Manual 
Read the instructions carefully before use and follow them accordingly. Keep this 
document safe for future reference. Non- observance of these instructions may lead to 
hazardous situations and / or malfunctions or to failure of the equipment, resulting in 
damage or injury. 

The user is advised not to operate or undertake any work on the system without first 
reading and understanding the contents of this manual. 

All maintenance should be carried out strictly in accordance with the instructions 
contained in this and the manufacturer’s reference manuals attached and undertaken by 
suitably trained and qualified personnel. 

This manual describes the J&C Joel supplied pit access treads at the Oxford Humanities 
building. Servicing or repairs of main fault conditions is not covered; in such cases please 
contact J&C Joel immediately. 

This document is intended to provide the user with sufficient information to allow 
maintenance of the equipment described. 

If in doubt about anything contained in this manual please contact the Projects 
Department at J&C Joel Ltd. T: +44 (0)1422 833835 – E: ukprojects@jcjoel.com 

 

  

https://jcjoelltd-my.sharepoint.com/personal/projectsod_jcjoel_com/Documents/Live%20Projects/1.%20UK/1.%20UK%20Live/4334%20-%20Oxford%20Humanities/O%20&%20M/Technical%20Documents/25%20-%20Crawlways/ukprojects@jcjoel.com
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3. General  
The pit access steps are supplied to allow for easy access from stage level into the pit. 
The steps consist of a rolling metal and timber structure that is pitched at 180mm rise 
with 250mm step. 

The handrails are demountable to allow the unit to pass through a standard doorway.  

3.1. List of Drawings  
DRAWING NO. TITLE 
UOONHB-JCJ-CH-B1-DR-OT-050007 Concert Hall - Large Orchestra Lift - Proposal - Access Steps 
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4. Step Unit & Trolley 
Below is an image of the access steps when fully assembled.  
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If required, the handrails can be removed from the unit to aid with mobility. Below is an 
image of the access steps when the rails are removed.  
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4.1. Assembly / Disassembly 
It is advised that protective gloves are worn when using the access steps moving trolley. 
Consideration for the use of a bump cap or hard hat is recommended when working 
under the stairs. 

It is advised that prior to first use of the access steps by new people, training should be 
offered to ensure they are comfortable and confident in using both the access steps and 
the moving trolley.  

The handrails can be removed and re-fitted for storage / ease of use. 

 

When fitting the handrails, it is advisable that two people should undertake this action. 
One to hold and take the weight of the handrail, one to fit the fixings.  
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It is advised that the upper handrail is fitted first, the middle section second and the lower 
handrail is fitted last.  
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The fixing for the handrail consists of a locating pin welded to the stair unit that the 
handrail drops into, and the handrail sections are then bolted together using two 6mm 
allen keys. 
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Do not overtighten the bolt as damage can occur to the thread. Maximum torque is 26Nm 
although a good rule of thumb is tighten the bolt by hand, and then further tighten by half 
a turn with an allen key. 

 

 

Removal of the handrail is the reverse of the above fitting instructions. 
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To secure the whole step unit in place, a set of locking castors are fitted to the units. These 
are locked into place by turning the orange captive knob. The pads must be in full contact 
with the floor prior to using the stairs. Ensure a final check is done before putting into 
general use.  
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5. Positioning and Usage 
To safely use the access steps, first start by bringing the units into the stage area through 
the stage right access doors. Ensuring that the lifts are safe to move as detailed in 4334-
05-OM-0001, raise both the orchestra pit lifts to stage height. Once the lifts are safely 
motionless, position the access steps onto the large orchestra lift.  

The steps should be positioned so that the top tread unit is less than 50mm away from 
the fixed edge of the stalls at either the stage left or stage right position. Take care that the 
steps will not clash with the fixed edge of the stalls when the lift is in motion.  

Lower a minimum of two of the locking castors into position and ensure that the step unit 
is stable and will not move if used. Ensure that all demountable handrails are in position 
around the lift. Lower the large orchestra lift into the “pit” position.  

Once the lift is lowered, use the stairs to gain access into the pit. Do not ride the elevator, 
it is not designed for the movement of passengers.  

Raise the locking castors and fine-tune the position of the step unit. Ensure that the gap 
between the fixed edge and the top tread is under 5mm. Lower the castors again, and 
once again check that the stairs are rigid and stable. It is important that the lift does not 
move at this stage as if too close, the treads could scrape the fixed edge of the pit, causing 
damage.  

To remove the steps, perform the above steps in reverse.  
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6. Maintenance  

6.1. ML02 Inspection Sheet 
Inspection Notes: 

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________ 

Inspector:  

Name: ___________________ Signature: ___________________ Date: ___________________ 
Maintenance Manager:  

Name: ___________________ Signature: ___________________ Date: ___________________ 

Maintenance Inspection 

The Maintenance Manager or Inspection Engineer should check off each item on the 
ML01 Inspection Check Sheet as “Pass, Fail, or N/A” (not applicable to this item). 

If any of the items are checked as “Fail”, the Maintenance Manager or Inspection Engineer 
must compile a separate Snagging Sheet and arrange for immediate rectification of the 
faults. Once these have all been corrected the relevant “Rectified” box on the ML01 
document must be checked off and this page ML02 must be signed and dated by the 
Inspector or Maintenance Manager. 

The section “Inspection Notes” above is intended for recording any snag that is found 
during the inspection that may have not been included in the tick sheets for the item of 
equipment, these snags must be included on the Snagging Sheet. 

As soon as this document has been signed, the relevant section of the Maintenance 
Inspection Report must be checked off, initialled and dated. 
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6.2. ML01 Check Sheet 
Pit access treads 

  Pass Fail Rectified N/A 

1 Appearance     

1.1 Check access treads are free from obvious damage, including 
major finish loss ☐ ☐ ☐ ☐ 

1.2 Check handrails (if removed) are plumb and square ☐ ☐ ☐ ☐ 

2 General     

2.1 Check the access treads moving trolley moves freely and is 
undamaged ☐ ☐ ☐ ☐ 

2.2 Check access treads for signs of any other damage ☐ ☐ ☐ ☐ 

3 Mechanical     

3.1 
Inspect treads for any sign of damage or misuse, especially from 
goods or services being carried up the treads and against the 
handrail 

☐ ☐ ☐ ☐ 

3.2 Check that the castors are undamaged and run freely ☐ ☐ ☐ ☐ 

3.3 Check that the access treads moving trolley castors are free 
moving and undamaged ☐ ☐ ☐ ☐ 

3.4 Check that all fixings have good threads and are easy to loosen 
and tighten ☐ ☐ ☐ ☐ 

3.5 Check for obvious damage to the treads ☐ ☐ ☐ ☐ 

3.6 Check the locking castor captive knob moves freely and 
engages to prevent movement ☐ ☐ ☐ ☐ 
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7. Referenced Drawings 
Drawing is shown overleaf.  
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This drawing is the property of J&C Joel Limited and associated
companies. It must not be copied or the contents divulged to any

third party without prior written consent.

REV.

P01

BY

REVISIONS

DESCRIPTION DATE

All dimensions in mm unless otherwise stated. Do not scale.

ON SHEET

JCJ NO.

PROJECT

TITLE

PURPOSE

REV

Notes:

A - B - C -

SC

SC

FIRST ISSUE

REDESIGNED TO ARCHITECT REQUEST 10/04/2024

-

-

-

-

-

-

-

-

-

DATE:SH

4334 - Oxford Humanities

4334-GA-05-0007

LARGE ORCHESTRA LIFT

PROPOSAL

ACCESS STEPS

DATE:OS

PAPER SIZE: A1

DATE:

DRAWN:

APPROVED:

SCALE:

CHECKED: JC

P02

-

-

-

DRG NO. UOONHB-JCJ-CH-B1-DR-OT-050007

CONCERT HALL

25/10/2023

1028

850

ACCESS STEP
ELEVATION
1:12

ACCESS STEP
PLAN
1:12

ACCESS STEP
ELEVATION
(HANDRAIL REMOVED)
1:12

STARTING FORCE 11N
ROLLING FORCE 7N

(handrails removed, straight line,
smooth floor)

STEPS DESIGNED FOR 5kN/m² UDL

HANDRAILS DESIGNED FOR 1.5kN/m AT
TOP RAIL.

STEELWORK PAINTED TO ARCHITECT SPEC.
RAL 7044

MOVING FORCES OVER SMOOTH LEVEL
SURFACE.

13
00

90
0

2314

2100

250

16
0

90
0

858

80
8

89
8

65
5

unit weight 135kg

Heavy duty Workbench Castors
cast metal housing, wear resistant Nylon Wheel
(Ø63) & Rubber levelling pad
500kg Load per castor 2000kg total

LOADING PER CASTOR = 1.5kN [150kgf]
(to BS17206)

1.5kN/m
(handrail top)

1.5kN/m
(handrail top)

HANDRAIL PANELS
1:1214

32

570

871

14
27

14
44

872

TOP
(1 PAIR 23kg each)
1:12

MID
(1 PAIR 16kg each)
1:12

BOTTOM
(1 PAIR 15kg each)
1:12

13
00

2100

10
28

280

75

50

258

TYP. SECTION THRO' TREAD
1:2.5

FORMED STEEL TREAD

TIMBER TREAD (BY OTHERS)

STAINLESS STEEL
TOE EDGE INSERTS
BY TIMBER SUPPLIER

TYP. SECTION THRO'
HANDRAIL
1:2.5

HANDRAIL TOP
MS. FLAT30

6

Ø50

TIMBER HANDRAIL
(BY OTHERS)

HANDRAIL INSERTION
1:10

HANDRAIL
POST

HANDRAIL
SOCKET ON

STRINGER

*

*

*

HANDRAIL RESTRAINED
AT 3 POINTS MARKED *

SINGLE POST
DOUBLE POST

(HANDRAIL JUNCTION)

SIDE ELEVATIONS OF
INSERTED HANDRAIL POSTS

STRINGER STRINGER

SOCKET

POST

12

POST

SOCKET

POST

SC MODIFIED TO ARCH. COMMENTS - FOR CONSTR. 21/11/2024C01

300 571 572 571 300

Ø50 TIMBER HANDRAIL (BY OTHERS)

LOADING 5kN/m²
9kN TOTAL PAYLOAD

ACCESS STEP
ELEVATION
1:12
TOTAL WT; 243kg

25

Ø48

Ø42

Ø42

C
02

Ø30 erw tube

C
02

C
02

C
02

Ø30 erw tube

Ø30 erw tube

C
02

C
02

10mm gap between
timber & post

10mm gap
between

timber
& post

SC MODIFIED TO ARCH. COMMENTS 16/12/2024

C03

C02

SH For Record 28/04/2025

28/04/2025

C03

A5 - Accepted as
Suitable for Record

28/04/2025

28/04/2025


	4334-09-OM-0001-B - Pit Access Treads.pdf
	1. Document Control
	1.1. Identification
	1.2. Document History
	1.3. Contact Details
	1.4. Warranty
	1.5. Copyright

	2. How To Use This Manual
	3. General
	3.1. List of Drawings

	4. Step Unit & Trolley
	4.1. Assembly / Disassembly

	5. Positioning and Usage
	6. Maintenance
	6.1. ML02 Inspection Sheet
	6.2. ML01 Check Sheet

	7. Referenced Drawings

	UOONHB-JCJ-CH-B1-DR-OT-050007.pdf
	Sheets and Views
	4334-GA-05-0007 C02



