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Method Statement: Installation of Air Conditioning Systems in Office Premises
1. Scope of Works
This method statement covers the safe installation of split‑system or multi‑split air conditioning units within an office environment. Works include:
· Positioning and mounting indoor fan coil units
· Installing outdoor condenser units
· Routing and securing refrigerant pipework and condensate drains
· Electrical connections and commissioning
· Testing and handover

2. Responsibilities
Site/Project Manager
· Ensure all operatives are competent and briefed
· Confirm risk assessment and method statement are understood
· Coordinate with building management and office occupants
Installation Engineers
· Carry out installation in accordance with this method statement
· Use tools and equipment safely
· Report hazards or issues immediately
Electrician (Qualified)
· Complete all electrical isolations and final connections
· Test and certify electrical works

3. Resources Required
Labour
· 1 × Air conditioning engineers (Minimum)
· 1 × Electrician (as required)
Plant & Equipment
· Ladders or mobile tower scaffold
· Vacuum pump and gauges
· Pipe bender and flaring tools
· Drill and fixings
· Leak detection equipment
· Lifting aids (as required)
Materials
· Indoor and outdoor AC units
· Refrigerant pipework and insulation
· Condensate drain
· Electrical cabling and isolators
· Brackets and fixings

4. Sequence of Works
4.1 Pre‑Start
· Attend site induction
· Review RAMS with team
· Confirm work area is clear and safe
· Isolate electrical supplies where required
· Protect office furniture and equipment

4.2 Installation of Indoor Unit
1. Mark out mounting position ensuring clearances are met
2. Check wall for hidden services using a detector
3. Fix mounting plate securely
4. Drill pipe and cable routes to outside or riser
5. Mount indoor unit and connect pipework, drain, and control cable

4.3 Installation of Outdoor Unit
1. Position unit on brackets or slab ensuring stability
2. Maintain required airflow clearances
3. Secure unit and apply anti‑vibration mounts if needed
4. Route and insulate pipework between indoor and outdoor units
5. Connect electrical supply and interconnecting cable (electrician)

4.4 Refrigerant & Commissioning
1. Pressure‑test pipework
2. Evacuate system using vacuum pump
3. Release or charge refrigerant as required (F‑Gas engineer only)
4. Check for leaks
5. Power up system and test operation
6. Set controls and confirm performance

4.5 Completion
· Remove waste and reinstate work area
· Re‑enable any isolated fire alarms
· Demonstrate system operation to client
· Provide commissioning sheet and certification

5. Emergency Procedures
· Follow site emergency arrangements
· Report incidents immediately to the site manager
· In case of refrigerant leak: ventilate area and evacuate if necessary
· For electrical incidents: isolate supply and seek first aid

6. Environmental Considerations
· Prevent refrigerant release to atmosphere
· Dispose of waste materials responsibly
· Minimise noise and disruption to office occupants

7. PPE Requirements
· Safety boots
· Gloves (general and refrigerant‑safe)
· Safety glasses
· Hearing protection (as required)
· Hi‑vis clothing (if working near vehicle routes)

This method statement will be reviewed annually or at any time, where a significant change requires a review.
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