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Agenda

	Meeting A: Weekly Progress
	Meeting B: Health, Safety & Environmental

	Meeting emergency arrangements
	Meeting emergency arrangements

	1
	Matters arising from last meeting
	1
	Matters arising from last meeting

	2
	Programme of Work
	2
	Findings from Safety Walk

	3
	Future Programme
	3
	Safety Issues

	4
	Outages
	4
	Health & Welfare

	5
	Site Quality Plan
	5
	Environmental Issues & Waste Management

	6
	Manpower
	6
	Safety issues arising from Site Progress Meeting

	7
	Access and Egress
	7
	Security

	8
	Materials
	8
	Plant and Equipment

	9
	Safety Documentation & Client Information Exchange
	9
	Hazards and Excavations

	10
	Plant and Equipment
	10
	Emergency Procedures

	11
	Drawings
	11
	Information for the Health & Safety File

	12
	Design Issues
	12
	Any Other Business

	13
	Snagging/Defects
	13
	Date of next Meeting

	14
	Variations/Work Instructions
	
	

	15
	Information for the Health & Safety File
	
	

	16
	Any Other Business
	
	

	17
	Date of next meeting
	
	


Introduction

Briefly describe the location, scope of the project, Principal Contractor, main sub-contractor and expected duration of the project.  Explain the principal aims of these meetings.  
Commentary and Actions Arising:
The weekly site safety walk is to be carried out during ‘Meeting B’ and the checklist issued along with the minutes of the meeting.
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Weekly Site Co Ordination Meeting 

	
	Actions/Comments
	Who

	1/ Matters arising from the last meeting

	(Agree minutes from last meeting)

	1. 
	
	

	2. 
	
	

	2/ Programme of Work 

	(Programme, Type of Work and Location.  Consequence, Reasons for Delay, Future Work, etc.)

	3. 
	
	

	4. 
	
	

	3/ Future Programme

	(2-4 week look-ahead for significant tasks, collect contractor programmes for conversion into co-ordinated 2 week look-ahead)

	5. 
	
	

	6. 
	
	

	4/ Outages 

	Progress of outage dependant work, forthcoming or new outage requirements, ERTS measures in place

	7. 
	
	

	8. 
	
	

	5/ Site Quality Plan

	(Updates, Hold Points, Witness Requirements, etc)

	9. 
	
	

	10. 
	
	

	6/ Manpower

	(Number of Employees, Possible Congestion, Competency, Movement of Key Personnel, Resource Allocation) 

	11. 
	
	

	12. 
	
	

	7/ Access & Egress

	(Adequate for each work location, Traffic Management)

	13. 
	
	

	14. 
	
	

	8/ Materials 

	(Deliveries, Storage, COSHH)

	15. 
	
	

	16. 
	
	

	9/ Safety Documentation & Client Information Exchange 

	(MS+RAs, SAP Movements, ERTS Measures, Client Activities)

	17. 
	
	

	18. 
	
	

	10/ Plant & Equipment

	(Plant expected on Site, Movement of Plant,)

	19. 
	
	

	20. 
	
	

	11/Drawings 

	(Requests for copies, Transmittals, Mark-Up progress and responsibilities)

	21. 
	
	

	22. 
	
	

	12/ Design Issues

	(DID, Design audits, Design of temporary works)

	23. 
	
	

	24. 
	
	

	13/ Snagging/Defects 

	(Status of snags, addition and removal from snag list)

	25. 
	
	

	26. 
	
	

	14/ Variations/Work Instructions 

	(Discussions with client, submission of instructions, presentation of CVI’s etc)

	27. 
	
	

	28. 
	
	

	15/ Information for the Health & Safety File 

	(Pass to CDM - C via Client)

	29. 
	
	

	30. 
	
	

	16/ Any Other Business 

	31. 
	
	

	17/ Date of Next Meeting 

	32. 
	
	


	
	Unit:
	
	Site:
	

	
	
	
	Subject :
	Weekly Site Health Safety & Environmental Meeting

	
	Date:
	
	Chair :
	

	
	
	
	Author :
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	Distribution
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	Actions/Comments
	Who

	1/ Matters arising from the last meeting

	(Agree minutes from last meeting)

	33. 
	
	

	34. 
	
	

	2/ Findings From Safety Walk

	(Re-view close out of actions from previous safety walks, significant findings from this weeks safety walk)

	35. 
	
	

	36. 
	
	

	3/ Safety Issues

	(Accidents, Near Misses, Audits, Inspections and Tours, Safety Bulletins, etc)

	37. 
	
	

	38. 
	
	

	4/ Health & Welfare

	(Welfare facilities, working hours, COSHH assessments, First Aid cover, etc)

	39. 
	
	

	40. 
	
	

	5/ Environmental Issues and Waste Management

	(Impact of Works on the Environment - Skips, Location, Records, waste streaming and Documentation, etc.)

	41. 
	
	

	42. 
	
	

	6/ Safety Issues arising from Weekly Progress Meeting

	(Areas of special EHS interest)

	43. 
	
	

	44. 
	
	

	7/ Security

	(Breaches, Current arrangements, potential future issues, holiday cover etc)

	45. 
	
	

	46. 
	
	

	8/ Plant & Equipment

	(Plant expected on Site, Movement of Plant, Competency of Operators)

	47. 
	
	

	48. 
	
	

	9/ Hazards & Excavations 

	(Identify contractors, location, of work. Check RAMS, check supervision, competence, Ground Survey AREVA Safe Digging Policy,HSG 47.)

	49. 
	
	

	50. 
	
	

	10/ Emergency Procedures

	(Additional to normal Site Procedure, i.e. Confined Space Working, etc)

	51. 
	
	

	52. 
	
	

	11/Information for the Health and Safety File

	(Records of information passed to client for submission to CDM - C)

	53. 
	
	

	54. 
	
	

	12/ Any Other Business

	

	55. 
	
	

	56. 
	
	

	13/ Date of Next Meeting

	

	57. 
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