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SITE QUALITY FILING SYSTEM 
(RED FILES)
1.0 SITE ADDRESS, CONTACT LIST AND ESTABLISHMENT
1.1 Site Project  Directory (SM/F068)
1.2 Site Organogram (SM/F056)
1.3 Site Responsibility Matrix (SM/F069)
1.4 Site CDM Layout Plan

1.5 Site Material Laydown Plan

1.6 Traffic Management Plan (
1.7 Site Security Plan

1.8 Initial Site Establishment Checklist (SM/F055)
1.9 F10

1.10 Insurance Details

1.11 EA Licences

1.12 Atkins Waste Licence.

1.13 Site Photo Register (SM/F081)
2.0 SITE REPORTS

2.1 Site Reports (Progress, Non-Con, CVIs, Technical Queries etc)

2.2 Snagging Lists (Civil)

2.3 Snagging Lists (Mechanical)

3.0 CORRESPONDENCE

3.1 Correspondence – Register In (SM/F075)
3.2 Correspondence – Register Out (SM/F079)
4.0 PROGRAMME

4.1 Contract Programme

4.2 Co-ordinated three week look-a-head Programme (
4.3 Commissioning Programme

4.4 Sub-contractor Programmes

4.5 Miscellaneous Programmes

5.0 ENGINEERS CHANGE WARNING NOTICES
5.1 Register (SM/F088)
5.2 Warning Notices (SM/F087)
6.0 MINUTES OF MEETINGS

6.1 Co-ordination Meetings – Progress (SM/F016)
6.2 Co-ordination Meeting – Safety (SM/F016)
6.3 Monthly Project Site Progress Meetings – Client

6.4 Commissioning Panel Meetings

6.5 Miscellaneous Meetings

7.0
TECHNICAL SPECIFICATIONS /AMENDMENTS

8.0 SITE QUALITY PLANS
8.1 Site Quality Plan (07.02 / 0002)
8.2 Civil Site Quality Plan

8.3 M/E Site Quality Plan

8.4 Cable Site Quality Plan
8.5 Drainage Site Quality Plan

8.6 Commissioning Quality Plan

9.0
INSPECTION REQUESTS AND TEST REPORTS

9.1
Civil Inspection Requests and Test Reports

9.1.1
Hold points, Notification Points, Inspection Requests

9.1.2
Piling Logs

9.1.3
Piling Tests Reports

9.1.4
Material Approvals

9.1.5
Material Test Records

9.1.6
Cube Test Results

9.1.7
Site Sketches

9.2
M/E Inspection Requests and Test Reports (not required by Commissioning File)

9.2.1
Hold Points, Notification Points, Inspection Requests

9.2.2
Material Approvals

9.2.3
Material Test Records
10.0
TRANSMITTAL NOTICES
10.1
Transmittals

10.1.1
Register In

10.1.2
Register Out

10.2
Document Transmittal

10.2.1
Documents Received Register
10.2.2
Documents Sent Register

11.0
LOCAL ORDERS & THEIR ASSOCIATED DELIVERY NOTES
12.0
PURCASE ORDERS & REQUISTIONS

12.1
Generated Purchase Requisitions

12.2
Generated Purchase Orders

13.0
ADVICE NOTES/SHIPMENT RELEASES/REQUISITIONS/T&M MATERIAL REQUESTS/INVOICES 

13.1
Advice/Delivery Notes (Except Local Orders)

13.2
Advice/Delivery Notes (Hired Plant)

13.3
Shipment Release

13.4
Site Requisitions

13.5
T&M Material Requests

13.6
Invoices

14.0
DAILY SITE DIARY/LOGS (SM/F013)
15.0
SITE ATTENDANCE REGISTER (SM/F035)
16.0
TIME SHEETS

16.1
Time Sheets

16.2
Plant & Labour Returns (Civil)

16.3
Plant & Labour Returns (Electrical)
16.4
Plant & Labour Returns (Drainage)

16.5
Plant & Labour Returns (Cable)
17.0
DRAWING/DISPATCH MAILING LISTS
18.0
SUB-CONTRACTOR CONTRACT VALUATIONS AND MEASUREMENTS

18.1
Civil Sub-contractor Contract Valuations And Measurements

18.1.1
Valuations

18.1.2
Measurement

18.1.3
Day Work Sheets

18.1.4
Claims & Claims Correspondence
18.2
M/E Sub-contractor Contract Valuations And Measurements

18.2.1
Valuations

18.2.2
Measurement

18.2.3
Day Work Sheets

18.2.4
Claims & Claims Correspondence

19.0
AUDIT REPORTS

19.1
Internal Quality Audits and Actions

19.2
Client Quality Audits and Actions 
19.3
Sub Contractor Quality and Actions
19.4
Internal Environmental, Health & Safety Audits, Safety Tours and Actions

19.5
Client Environmental, Health & Safety Audits, Safety Tours and Actions

19.6
Sub Contractor Environmental, Health & Safety Audits, Safety Tours and Actions

19.7
Local Authority Site Audits/Inspections (EA – HSE)
20.0
SITE ASSET MANGEMENT
20.1
Site Weekly Asset Register (SM/F018)
20.2
Company Name 

20.3
Civil

20.4
M&E

20.5
Drainage

20.6
Cable
21.0
SPARE
22.0 SPARE

23.0 SPARE

24.0 SPARE

25.0 SPARE

SITE SAFETY, HEALTH & ENVIRONMENT FILING SYSTEM 
(GREEN FILES)
1 ACCIDENTS & NEAR MISSES

1.1 ACCIDENTS
1.1.1 Accident Book

1.1.2 Sub Contractor Generated Accident Forms

1.1.3 Client Generated Accident Forms

1.1.4 Accident Investigations

1.1.5 Copies of completed Accident / Incident Forms

1.2 INCIDENT/NEAR MISS FORMS
1.2.1 Incident/Near Miss Forms

1.2.2 Incident/Near Miss Investigation
1.3 UTILITY / SERVICE DAMAGE INVESTIGATIONS

1.3.1 Water

1.3.2 Gas

1.3.3 Electric Overhead

1.3.4 Electric Underground
1.3.5 Telecommunication Overhead

1.3.6 Telecommunication Underground

1.3.7 Street Lighting
1.4 Accident / Incident / Near miss Site Register

1.4.1 Site Spillage Register

1.4.2 Site Spillage Reports

2 OIL / FUEL STORAGE CHECK SHEET & COMPLETED SITE ESTABLISHMENT CHECKLIST
3 SHE MONTHLY STATISTICS
3.1 SHEQ Monthly AFR KPI Returns

3.2 Site Monthly Training KPI Returns
3.3 Monthly SHEQ Site Planning Matrix

4 SITE INDUCTION LIST, VISITORS SHEETS AND CERTIFICATES OF INDIVIDUALS TRAINING AND COMPETENCE

4.1 Certificates of Training, Competence, Induction Attendance & ID Issue
4.2 Site Induction Register
4.3 Site Induction Sheets
4.4 Site Visitors Induction Sheets

4.5 ID Register
5 MONTHLY SITE MANGER SAFETY WALK SHEETS
5.1 Monthly Site Safety Walks

5.2 Action Plan
6 ATKINS PLANT INSPECTION RECORDS AND CERTIFICATES

6.1 Company Plant (or hired)

6.1.1 Equipment Register

6.1.2 Plant inspection records, check sheets and certificates (cranes, MEWP’S, electrical items, Brazing + cutting gear, scaffolds, etc)
6.1.3 Abrasive Wheel Register
6.2 Atkins Lifting Accessories (or Atkins hired – inc. Harnesses and ladders)

6.2.1 Through examination certificates

6.2.2 Checks and Inspection sheets
7 SUBCONTRACTOR PLANT INSPECTION RECORDS AND CERTIFICATES

7.1 Plant

7.1.1 Plant inspection records, check sheets and certificates (cranes, excavators, electrical items, material handlers, dumpers, excavations scaffolds, etc.)

7.2 Lifting Accessories – inc. Harnesses and ladders

7.2.1 Through examination certificates

7.2.2 Checks and inspection sheets
8 TOOL B0X TALKS
8.1 Tool Box Talk Information

8.2 Tool Box Tool Register

8.3 Tool Box Talk Attendance Sheets
8.4 General Briefing Register

8.5 General Briefing Attendance Sheets

9 COSHH DATA SHEETS AND ASSESSMENTS
9.1 Site COSHH Register

9.2 Site Specific MSDS Sheets
10 ATKINS METHOD STATEMENTS AND RISK ASSESSMENTS (RAMS)
10.1 RAMS Register

10.2 Civil RAMS

10.3 M&E RAMS

10.4 Drainage RAMS

10.5 Cable RAMS

11 CONTRACTORS METHOD STATEMENTS AND RISK ASSESSMENTS (RAMS)
11.1 RAMS Register

11.2 Civil RAMS

11.3 M&E RAMS

11.4 Drainage RAMS

11.5 Cable RAMS
12 WEEKLY SITE ESTABLISHMENT CHECKLISTS

12.1 First Aid Box Check Sheet
12.2 Fire Equipment Check List
12.3 Welfare Check List

12.4 6 Monthly Site Evacuation Register

12.5 Site Office PAT Test Register
13 Company GENERATED ARCHIVE PERMITS (IF APPLICABLE)
13.1 Electrical Testing Permit Issue Register

13.1.1 
Electrical Testing Permits
13.2 Work On Live Equipment Permit Issue Register

13.2.1  Work On Live Electrical Equipment (LV) Permits
13.3 Confined Space Permit Issue Register
13.3.1
Confined Space Permits
13.4 Hot Work Permit Issue Register
13.4.1
Hot Works Permits
13.5 Lifting And Loading In Restricted Areas (GS6) Permit Issue Register

13.5.1
Lifting & Loading Permits 
13.6 Lone Working Permit Issue Register
13.6.1 Lone Works Permits

13.7 Discharge Permit Issue Register

13.7.1
Discharge Permits

13.8 Confirmation Of Isolation issue Register

13.8.1 Isolation Documents

14 WASTE MANAGEMENT
14.1
Licences and Confirmation Checks (Duplicate for submission to Client H&S File when Principal Contractor)


14.2
Waste Transfer Notes (Duplicate for submission to Client H&S File when Principal 


Contractor

14.3
Site Waste Management Plan (

14.4
Monthly Site Waste Registers (SM/F044)
15 MONTHLY SITE SHEQ LOOK AHEAD ARCHIVE (SM/F077)
16 SITE TEMPORARY WORKS, EXCAVATION & CONFINED SPACE MANGEMENT
16.1 Weekly Temporary Works Register (SM/F098)
16.2 Weekly Excavation Register (SM/F060)
16.3 Weekly Confined Space Register (SM/F111)
16.4 Site Trial Works

16.4.1 Site Trial Hole Identification Map

16.4.2 Trial Hole Register (SM/F098)
16.4.3 Trial Hole Reports (SM/F099)
17 SITE INDUCTION RECORD FILE ( MONTHLY REGISTERS )
18 SITE COMPETANCE RECORDS ( ALPHABETICAL ORDER )
19 SPARE

20 SPARE
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