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Process:

1-
Initial Stage: Pre start survey on site to be completed on site with the Project Manager, Site Manager, SAP and construction SHEQ Manager

2-
Identification Stage: Site Pre Start Survey team to identify the areas and specific requirements for the items listed in the checklist. Next to each item the date of identification is to be completed

3-
Project Manager Procurement: Once all the items on the list have been highlighted and assessed the Project manager is then responsible for arranging the procurement of the items on the checklist and complete the box with the date of procurement.

4-
Procurement Request: Procurement receives a request from the Project Manager which will be derived from the checklist and draw up on order request for the project.

5-
Procurement liaison with Site Manager: Procurement will then liaise with the Site manager to arrange suitable delivery for the items to site. Timescales, vehicles, routes and order of delivery will need to be verified in line with programme, traffic management plans and other delivery schedules.

6-
Site Establishment Control: Site Manager to establish site using the complied Site Set Up Checklist and the pre start surveys carried out. The site manager to use the Site Set Up RAMS and the Initial Site CDM layout drawing, Traffic management Plan, Temp Electrics plan Etc.

7-
Establishment Delivery Verification: Site Manager will check off, sign and date the checklist next to the items as they are delivered to site and sited where required as highlighted by the survey and site CDM lay out drawings, Traffic Plans, Temp Electrics plans Etc.

8 -
Establishment Set Up Verification: Project manager will check and sign off process on the back of the checklist. This must be carried out within the first 7 days of site initiation. SHEQ Dept. will inspect the site within the first week of establishment verification and ensure compliance to standards and legislation. All Subcontractors Site Supervisors must also sign onto the sheet to confirm their satisfaction with the facilities provided.

	
	Subject

Part 1. Signage, Posters & Documentation
	Item Identified

Y Or N/A
	Date 
	Item Procured

Y Or N
	Date
	Site Checked by:
	Date
	Remedial work required / Comments

	1.1
	A Complete H&S Law Poster Displayed

	
	
	
	
	
	
	

	1.2
	F10 Notice to HSE on notice board

	
	
	
	
	
	
	

	1.3
	Employer’s insurance on notice board

	
	
	
	
	
	
	

	1.4
	Emergency procedure with telephone numbers

	
	
	
	
	
	
	

	1.5
	Accident book

	
	
	
	
	
	
	

	1.6
	Site rules displayed on notice boards in office and cabins

	
	
	
	
	
	
	

	1.7
	The Construction Phase Health and Safety Plan available
	
	
	
	
	
	
	

	1.8
	Health and Safety & Environmental Policy’s Displayed
	
	
	
	
	
	
	

	1.9
	Site appointments/organogram displayed on notice boards in office & cabins
	
	
	
	
	
	
	

	1.10
	Map & directions to local hospital on notice boards

	
	
	
	
	
	
	

	
	Subject

Part 1. Signage, Posters & Documentation
	Item Identified

Y Or N/A
	Date 
	Item Procured

Y Or N
	Date
	Site Checked by:
	Date
	Remedial work required / Comments

	1.11
	First Aid poster & Electric Shock poster

	
	
	
	
	
	
	

	1.12
	Recent Safety Alert & briefing sheet displayed on notice boards

	
	
	
	
	
	
	

	1.13
	Weil’s disease poster/card/info.

	
	
	
	
	
	
	

	1.14
	Induction Material, books, stickers & The register established
	
	
	
	
	
	
	

	1.15
	Site Fire Plan completed and displayed on site

	
	
	
	
	
	
	

	1.16
	Overall Site Layout drawing (CDM) indicating site temporary accommodation, vehicle access, personnel access, muster point, storage area, laydown area, construction area (phased if necessary), site hazards, areas with height or other restrictions. Displayed on all notice boards.
	
	
	
	
	
	
	

	1.17
	Site entry register point established with the register and signage

	
	
	
	
	
	
	

	1.18
	Weekly First Aid inspection register established

	
	
	
	
	
	
	

	
	Subject

Part 1. Signage, Posters & Documentation
	Item Identified

Y Or N/A
	Date 
	Item Procured

Y Or N
	Date
	Site Checked by:
	Date
	Remedial work required / Comments

	1.19
	Signs for First Aid points, who the First Aiders are (with photos) & their locations
	
	
	
	
	
	
	

	1.20
	Signs for Fire points, who the Fire Marshals are (with photos) & their locations
	
	
	
	
	
	
	

	1.21
	Muster point marked with correct signage and displayed in a prominent position
	
	
	
	
	
	
	

	1.22
	Weekly inspection register for welfare facilities established
	
	
	
	
	
	
	

	1.23
	Signs on fire doors, escape routes to be clearly signed in prominent positions with correct signage.
	
	
	
	
	
	
	

	1.24
	Weekly fire equipment inspection/check register established

	
	
	
	
	
	
	

	1.25
	Site entry CDM notice boards with appropriate signage erected and displayed
	
	
	
	
	
	
	

	1.26
	Initial Site Survey Documentation is present on site and displayed

	
	
	
	
	
	
	

	1.27
	The RAMS for site set up procedure is in place, on site and signed up to.
	
	
	
	
	
	
	


	
	Subject

Part 1. Signage, Posters & Documentation
	Item Identified

Y Or N/A
	Date 
	Item Procured

Y Or N
	Date
	Site Checked by:
	Date
	Remedial work required / Comments

	1.28
	RAMS for the Initial Works are approved and in place
	
	
	
	
	
	
	

	1.29
	Initial Designs for the works are approved and in place for the first works
	
	
	
	
	
	
	

	1.30
	Site waste management plan and agreements in place for waste removal.
	
	
	
	
	
	
	

	1.31
	Waste segregation signage in place
	
	
	
	
	
	
	

	1.32
	Speed restriction and traffic control signs
	
	
	
	
	
	
	

	!.33
	Site Hazard/Warning/Mandatory/Safe Condition Signage in place

	
	
	
	
	
	
	

	1.34
	Walkway Pedestrian Signage

	
	
	
	
	
	
	

	1.35
	Weekly plant, equipment, tooling and lifting equipment inspection registers established
	
	
	
	
	
	
	

	1.36
	Weekly electrical appliance inspection register established along with a PAT test register.
	
	
	
	
	
	
	

	1.36
	Site asset registers established

	
	
	
	
	
	
	


	
	Subject

Part 1. Signage, Posters & Documentation
	Item Identified

Y Or N/A
	Date 
	Item Procured

Y Or N
	Date
	Site Checked by:
	Date
	Remedial work required / Comments

	1.37
	A site Manager information pack. List of suppliers, contact details and useful local information (hire shops, stationary suppliers, small electrical CEF, etc.). Local supermarkets and amenities.
	
	
	
	
	
	
	

	1.38
	Latest revision Construction Programme issued and displayed

	
	
	
	
	
	
	

	1.39
	SAP resource plan and programme

	
	
	
	
	
	
	

	1.40
	Unpriced Contract (ITT, Bid, RFI’s, TQ’s, signed Contract and all associated documents)
	
	
	
	
	
	
	

	1.41
	Unpriced Client Monthly Progress Reports 
	
	
	
	
	
	
	

	1.42
	Equipment list including indicative delivery dates and drawing references.
	
	
	
	
	
	
	

	1.43
	Site drawing register established and implemented

	
	
	
	
	
	
	

	1.44
	Site TQ register established and implemented

	
	
	
	
	
	
	


	
	Subject

Part 1. Signage, Posters & Documentation
	Item Identified

Y Or N/A
	Date 
	Item Procured

Y Or N
	Date
	Site Checked by:
	Date
	Remedial work required / Comments

	1.45
	Customer Care register established and implemented
	
	
	
	
	
	
	

	1.46
	Site RAMS register established and implemented
	
	
	
	
	
	
	

	1.46
	Site Permit register established and implemented
	
	
	
	
	
	
	

	1.46
	Site weekly scaffold inspection register established and implemented
	
	
	
	
	
	
	

	1.47
	Site daily excavation register inspection established and implemented
	
	
	
	
	
	
	

	1.48
	Site specific signage as per site survey and assessment requirements
	
	
	
	
	
	
	

	1.49
	Up to date Site Service and utility plans
and client site specific information 
	
	
	
	
	
	
	

	1.50
	Site specific traffic management plan complete and displayed
	
	
	
	
	
	
	

	1.51
	Site COSHH register established with all relevant MSDS.

	
	
	
	
	
	
	

	1.52
	Equipment/installation certification file established

	
	
	
	
	
	
	

	1.53
	Site competence matrix established

	
	
	
	
	
	
	


	
	Subject

Part 1. Signage, Posters & Documentation
	Item Identified

Y Or N/A
	Date 
	Item Procured

Y Or N
	Date
	Site Checked by:
	Date
	Remedial work required / Comments

	1.54
	Site KPI monthly monitoring programme established and displayed
	
	
	
	
	
	
	

	1.56
	Site project directory up to date and displayed
	
	
	
	
	
	
	

	1.57
	Site project responsibility directory completed and displayed
	
	
	
	
	
	
	

	1.58
	Toolbox talk register established and implemented
	
	
	
	
	
	
	

	1.59
	Site meeting register established and implemented
	
	
	
	
	
	
	

	1.60
	Atkins daily site diary established and implemented
	
	
	
	
	
	
	

	1.61
	Site report register and file established and implemented
	
	
	
	
	
	
	

	1.65
	Site temporary electric distribution plan established and implanted. Displayed.
	
	
	
	
	
	
	

	1.66
	Abrasive wheel change register and list of trained/authorised personnel
	
	
	
	
	
	
	

	1.67
	Surrounding neighbours contact details

	
	
	
	
	
	
	

	1.68

	Site quality plan developed and displayed on site
	
	
	
	
	
	
	


	
	Subject

Part 2. Stationary & Office Equipment
	Item Identified

Y Or N/A
	Date 
	Item Procured

Y Or N
	Date
	Site Checked by:
	Date
	Remedial work required / Comments

	2.1
	General Site filing drawers 3 sets of 3 drawer
	
	
	
	
	
	
	

	2.2
	Free standing drawing rack and hanging drawing dividers
	
	
	
	
	
	
	

	2.3
	CAT 2 lighting for VDU users

	
	
	
	
	
	
	

	2.4
	Adjustable office seats for VDU users

	
	
	
	
	
	
	

	2.5
	Desk Fans

	
	
	
	
	
	
	

	2.6
	Waste bins in kitchen, mess huts, toilets, office, meeting room.
	
	
	
	
	
	
	

	2.7
	Atkins logo Crockery, cups, coasters etc.

	
	
	
	
	
	
	

	2.8
	Atkins logo stationary, pens, markers, pencils, rules, eraser, highlighters, 
	
	
	
	
	
	
	

	2.9
	Hole punch 2 & 4 holes.

	
	
	
	
	
	
	

	2.10
	Stapler and staples large desk type and small hand held type
	
	
	
	
	
	
	

	2.11
	Files, Number Dividers, Month Dividers, Letter Dividers,
	
	
	
	
	
	
	


	
	Subject

Part 2. Stationary & Office Equipment
	Item Identified

Y Or N/A
	Date 
	Item Procured

Y Or N
	Date
	Site Checked by:
	Date
	Remedial work required / Comments

	2.12
	A3 & A4  Paper


	
	
	
	
	
	
	

	2.13
	Letter headed paper


	
	
	
	
	
	
	

	2.14
	Envelopes – A3 plain & window and A4 plain & window
	
	
	
	
	
	
	

	2.15
	File drawer hanging dividers with labels


	
	
	
	
	
	
	

	2.16
	I.T. equipment such as laptop/printer & cartridges/scanner/ camera/projector & screen/docking station/Monitor
	
	
	
	
	
	
	

	2.17
	A3 & A4 laminator with A3 & A4 pouches
	
	
	
	
	
	
	

	2.18
	Label machine and refills

	
	
	
	
	
	
	

	2.19
	I.T. cables and extensions

	
	
	
	
	
	
	

	2.20
	Waterproof branded Atkins Permit wallet available for active safety docs
	
	
	
	
	
	
	

	2.21
	Year Planner

	
	
	
	
	
	
	


	
	Subject

Part 2. Stationary & Office Equipment
	Item Identified

Y Or N/A
	Date 
	Item Procured

Y Or N
	Date
	Site Checked by:
	Date
	Remedial work required / Comments

	2.22
	White Board and flipchart with pens and wipes
	
	
	
	
	
	
	

	2.23
	Blank CD’s & DVD’s
	
	
	
	
	
	
	

	2.24
	Screen wipes
	
	
	
	
	
	
	

	2.25
	Push Pins
	
	
	
	
	
	
	

	2.26
	Blue tack
	
	
	
	
	
	
	

	2.27
	Correction fluid
	
	
	
	
	
	
	

	2.28
	Desk trays

	
	
	
	
	
	
	

	2.29
	Office desk & drawers.

	
	
	
	
	
	
	

	2.30
	Desk tidy

	
	
	
	
	
	
	

	2.31
	Note pads and report books

	
	
	
	
	
	
	

	2.32


	Thermometer
	
	
	
	
	
	
	


	
	Subject

Part 3. Site Welfare & Emergency 
	Item Identified

Y Or N/A
	Date 
	Item Procured

Y Or N
	Date
	Site Checked by:
	Date
	Remedial work required / Comments

	3.1
	2x 1- 50 First Aid boxes


	
	
	
	
	
	
	

	3.2
	2 x Eye wash stations with refills


	
	
	
	
	
	
	

	3.3
	Fire Blanket


	
	
	
	
	
	
	

	3.4
	3x Co2 Fire extinguisher


	
	
	
	
	
	
	

	3.5
	3x Powder extinguisher


	
	
	
	
	
	
	

	3.6
	3x Fire bells or Horns
	
	
	
	
	
	
	

	3.7
	1x Smoke & Carbon Monoxide detectors in each cabin
	
	
	
	
	
	
	

	3.8
	Stretcher
	
	
	
	
	
	
	

	3.9
	Emergency Shower(s)
	
	
	
	
	
	
	

	3.10
	Waterless Antiseptic wipes
	
	
	
	
	
	
	

	3.11
	1 Fully Trained first aider for every 5 persons on site.
	
	
	
	
	
	
	


	
	Subject

Part 3. Site Welfare & Emergency 
	Item Identified

Y Or N/A
	Date 
	Item Procured

Y Or N
	Date
	Site Checked by:
	Date
	Remedial work required / Comments

	3.12
	Drying room separate from mess facilities with lockers and fixed seating
	
	
	
	
	
	
	

	3.13
	Suitable mess huts with tables and seating ( Not Benches) & drying room facilities for the maximum number of persons expected on the project. 
	
	
	
	
	
	
	

	3.14
	All cabins installed with fire escape doors
	
	
	
	
	
	
	

	3.15
	Means of preparing and heating food

(Microwave)
	
	
	
	
	
	
	

	3.16
	Means of storing perishables (fridge)
	
	
	
	
	
	
	

	3.17
	Means of boiling water (instant hydra boil)
	
	
	
	
	
	
	

	3.18
	Drinking water / not drinking water signs
	
	
	
	
	
	
	

	3.19
	Site and Office Toilets for Male, Female and disabled personnel (office)
	
	
	
	
	
	
	

	3.20
	Hot water to wash in basins 

(min size 560x406mm ext)
	
	
	
	
	
	
	

	3.21
	Hand towels / dryers

	
	
	
	
	
	
	


	
	Subject

Part 3. Site Welfare & Emergency 
	Item Identified

Y Or N/A
	Date 
	Item Procured

Y Or N
	Date
	Site Checked by:
	Date
	Remedial work required / Comments

	3.22
	Barrier cream/liquid soap/re-conditioning cream/ sun cream/after care cream/swarfeager
	
	
	
	
	
	
	

	3.23
	Heaters attached to walls 

(oil filled, electric fed)
	
	
	
	
	
	
	

	3.24
	Clothes hooks in toilets


	
	
	
	
	
	
	

	3.25
	Plunger type plugs


	
	
	
	
	
	
	

	3.26
	Push button taps


	
	
	
	
	
	
	

	3.27
	Mirrors above washbasins
	
	
	
	
	
	
	

	3.28
	Feminine Hygiene dispenser
	
	
	
	
	
	
	

	3.29
	Chilled water dispenser
	
	
	
	
	
	
	

	3.30
	Potable water supply is plumbed into the site.
	
	
	
	
	
	
	

	3.31
	Emergency lighting in all cabins


	
	
	
	
	
	
	


	
	Subject

Part 3. Site Welfare & Emergency 
	Item Identified

Y Or N/A
	Date 
	Item Procured

Y Or N
	Date
	Site Checked by:
	Date
	Remedial work required / Comments

	3.32
	Rechargeable torch

	
	
	
	
	
	
	

	3.33
	Power and utility supplies connected and sufficiently buried/guarded. (Electric/Telecommunications/Internet)
	
	
	
	
	
	
	

	3.34
	Toilet rolls, Hand wipes, Liquid Soap, Hand towels, Washing up liquid, detergent, bleach, urinal blocks, air freshener,  Kitchen cleaner, Surface cleaners,
	
	
	
	
	
	
	

	3.35
	Have all personnel access to welfare facilities?
	
	
	
	
	
	
	

	3.36
	
	
	
	
	
	
	
	

	3.37
	
	
	
	
	
	
	
	

	3.38
	
	
	
	
	
	
	
	

	3.39
	
	
	
	
	
	
	
	

	3.40
	
	
	
	
	
	
	
	

	3.41
	
	
	
	
	
	
	
	


	
	Subject

Part 4. Site Establishment
	Item Identified

Y Or N/A
	Date 
	Item Procured

Y Or N
	Date
	Site Checked by:
	Date
	Remedial work required / Comments

	4.1
	All cabins have safe access/egress and skirting’s around perimeters
	
	
	
	
	
	
	

	4.2
	Check windows are lockable and open correctly
	
	
	
	
	
	
	

	4.3
	Security grill/shutters to windows


	
	
	
	
	
	
	

	4.4
	Hydraulic door closers on doors


	
	
	
	
	
	
	

	4.5
	COSHH Box, Gas Store, bunded fuel/oil store as necessary
	
	
	
	
	
	
	

	4.6
	Lighting on external walkways and road ways
	
	
	
	
	
	
	

	4.7
	Lay down and loading areas identified and segregated. Signage displayed
	
	
	
	
	
	
	

	4.8
	Storage & Quarantine areas identified and segregated. Signage displayed.
	
	
	
	
	
	
	

	4.9
	Walkways identified and segregated with the relevant signage displayed.
	
	
	
	
	
	
	

	4.10
	Tool and equipment storage containers


	
	
	
	
	
	
	

	4.11
	CCTV arrangements and establishment plan
	
	
	
	
	
	
	


	
	Subject

Part 4. Site Establishment
	Item Identified

Y Or N/A
	Date 
	Item Procured

Y Or N
	Date
	Site Checked by:
	Date
	Remedial work required / Comments

	4.12
	Suitable interlocking barriers to meet site activity requirements
	
	
	
	
	
	
	

	4.13
	Consumable storage container

	
	
	
	
	
	
	

	4.14
	Traffic mirrors to be located on any blind corners along the traffic routes.
	
	
	
	
	
	
	

	4.15
	Gate communication system. Means of communication from Gate to Site Managers Office for deliveries, unplanned visitors.
	
	
	
	
	
	
	

	4.16
	Environmental emergency points -Spill kits/Spill bins/granules/Oil booms
	
	
	
	
	
	
	

	4.17
	Grit bin & rock salt

	
	
	
	
	
	
	

	4.18
	2 way radios and chargers

	
	
	
	
	
	
	

	4.19
	Boot scrapper and brush mats for cabin entry
	
	
	
	
	
	
	

	4.20
	Field equipment earths and storage
	
	
	
	
	
	
	

	4.21
	Goal Posts and bases.

	
	
	
	
	
	
	


	
	Subject

Part 4. Site Establishment
	Item Identified

Y Or N/A
	Date 
	Item Procured

Y Or N
	Date
	Site Checked by:
	Date
	Remedial work required / Comments

	4.22
	A calibrated Cat & Genny


	
	
	
	
	
	
	

	4.23
	Key box and key safe
	
	
	
	
	
	
	

	4.24
	Separate meeting room on site or facilities identified off site
	
	
	
	
	
	
	

	4.25
	Establish area and control for parking with allowance for client, Contractor and Subcontractors
	
	
	
	
	
	
	

	4.26
	Ground works/remediation for cabin areas, pathways and car parking
	
	
	
	
	
	
	

	4.27
	Skips/segregated waste facilities for wood, metal, rubble, glass, plastic and general waste.
	
	
	
	
	
	
	

	4.28
	Visitor’s PPE – 2 sets, Small Medium and Large.
	
	
	
	
	
	
	

	4.29
	Cabin cleaning arrangements made and access arrangements made
	
	
	
	
	
	
	

	4.30
	Site security arrangements made and access arrangements made.
	
	
	
	
	
	
	

	4.31
	Site segregation and fencing in place so as not to allow access to any third parties
	
	
	
	
	
	
	


	Site Establishment Verification Sign Of Sheet

	Name
	Position
	Date
	Signature

	
	Site Manager
	
	

	
	Project Manager
	
	

	
	SHEQ Manager
	
	

	
	Subcontractor Name:___________________________________

Sub Contractor Supervisor
	
	

	
	Subcontractor Name:___________________________________

Sub Contractor Supervisor
	
	

	
	Subcontractor Name:___________________________________

Sub Contractor Supervisor
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