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	Key Duty Holders

	Site Manager (Site Safety and Environmental Supervisor)
	General Foreman
	Construction Manager
	Project Manager
	Site Engineer
	Storeman
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	Insert Photo
	Insert Photo
	Insert Photo
	Insert Photo
	Insert Photo

	Name
	Name
	Name
	Name
	Name
	Name

	Contact Number
	Contact Number
	Contact Number
	Contact Number
	Contact Number
	Contact Number

	TWC
	TWS
	Appointed Person – Lifting Operations
	Lifting Supervisor
	DSEAR Responsible Person
	Electrical Responsible Person
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	Insert Photo
	Insert Photo
	Insert Photo

	Name
	Name
	Name
	Name
	Name
	Name

	Contact Number
	Contact Number
	Contact Number
	Contact Number
	Contact Number
	Contact Number

	Mechanical Responsible Person
	Lead Commissioning Engineer
	Safety Advisor
	Environmental Advisor
	Quality Advisor
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	Insert Photo
	

Insert Photo


	

	Name
	Name
	Name
	Name
	Name
	

	Contact Number
	Contact Number
	Contact Number
	Contact Number
	Contact Number
	

	For further details on key duty holders responsibilities see the site file
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	KEY DUTY HOLDERS LIST

	Project Name:
	

	Approved by (Site Manager):
	
	Date:
	

	Notes: If you hold a primary role (Appointed Persons for Lifting, Electrical or Mechanical) and you have a secondary role as a Temporary Work Coordinator or Temporary Works Supervisor, you may not approve your own works/design. For further details, see CDPD24-01 Temporary Works.
Responsibility lists are not exhaustive; please see The MWHT Way processes and HSPR36-01 Organisation for further information on all responsibilities.



	Role Name 
and Responsibilities
	Photo
	Name and Contact Number

	Site Manager (AKA Site Safety and Environmental Supervisor)
Responsible for:
· Site Management / Site Security
· Site Inductions / Start of Shift Briefings / TBT’s
· Consultation with Workforce Organiser
· Reporting Incidents onto ActivSHEQ / Escalating
· Overall responsibility for reviewing SSOW
· Reviewing and updating the CPP
· Emergency / Incident / Site Fire Safety Co-ordinator
· Co-ordination of traffic management and logistics
· Purchasing
· Monthly Site Returns / Weekly SHEQ Inspections
· Permit co-ordination and Permit Issuer for: Ground Disturbance / Confined Spaces / Hot Works / Directional Drilling / Permit to Pump Concrete / Permit to Pump Waters and Monitoring / Permit to work on or near above-ground services / Client Permits
· COSHH Co-ordinator / Approval of COSHH assessments
· Completing Noise, Vibration and Manual Handling Assessments
· Adherence to EMP
· Waste Champion
· Overall responsibility for the quality of construction work
· Pre-pour concrete approval
· Completing and monitoring actions on Snaglist
Please note the Site Safety and Environmental Supervisor must be appointed as per CDPD20-02 site Set-up however may also be delegated in periods of absence as per CDPD20-02.
	
	

	General Foreman (where required)
Roles listed above can be split between the Site Manager and General Foreman (where they are competent to carry them out) and should be pasted here where necessary




























	
	

	Construction Manager









	
	

	Project Manager
Responsible for;
· Management and Approval of ITP
· Attaining Subcontractors ITPs/QCPs
· Reviewing Audit Results










	
	

	Site Engineer
Responsible for;
· Drawing Control (Registration and Control of drawings)
· Monitoring and Measuring Equipment Control and Calibration
· Setting out (Checking of surveying instruments / Checking TBM’s / grid lines)
· ITP
· In process inspection of Civil materials
· Inspection of concrete works
· Formation Check
· Pre-pour Check
· Pre-strike Check
· Post Strike Check 
· Inspection of pipe lines
· Line and Level
· Air Test
· Civil Construction Completion checks
· Water tests on civil structures
· Review and Approval of Concrete Cubes
· Inspection of Incoming goods
	
	

	Storeman
Responsible for:
· Water Quality Champion (see HSGD36-44 Water Quality Champion Responsibilities)
· Receipt of materials and equipment






	
	

	Temporary Works Co-ordinator
See HSGD36-07 Temporary Works Co-Ordinator Responsibilities








	
	

	Temporary Works Supervisor
See HSGD36-18 Temporary Works Supervisor Responsibilities
Responsible for:
· Permit to work Issuer for:
· Loading / Dismantling of Scaffold
· Entering or Removing Excavation Temporary Works / Ground Support Systems
· Loading or Removing Temporary Works






	
	

	Appointed Person – Lifting Operations
See HSGD36-19 Lifting Appointed Persons Responsibilities
Responsible for:
· Organisation and control of all lifting operations
· Reviewing / Approving Lift Plans
· Load tests on lifting equipment
· Lifting Appliances and Accessories equipment supervisor, including ensuring inspection/examination and maintenance of lifting equipment
· Permit co-ordination and Permit Issuer for Permit to Lift (Author and/or Authoriser)


	
	

	Lifting Supervisor
[bookmark: _Hlk169594460]See HSGD36-20 Lifting Supervisor Responsibilities
Responsible for:
· Loading and Unloading of Vehicles Supervisor
· Direct and supervise the lifting operation



	
	

	DSEAR Responsible Person
See HSGD36-42 DSEAR Responsible Person




	
	

	Electrical Authorised Person
Responsible for:
· Management of the electrical network
· Permit Issuer - Electrical works
· Supervision of electrical installation activities
· Process inspection of electrical / ICA equipment
· Inspection of electrical / ICA installation work
· ICA Tests and Inspections
· Electrical safety tests
· Electrical construction completion inspections


	
	

	Mechanical Authorised Person
Responsible for:
· Process inspection of mechanical equipment
· Permit Issuer – Mechanical works
· ITP - Inspection of mechanical installation work
· Mechanical run tests / Pressure tests
· Mechanical construction completion inspections




	
	

	Lead Commissioning Engineer







	
	

	Safety Advisor
See HSGD36-28 Health and Safety Advisors Responsibilities




	
	

	Environmental Advisor
See HSGD36-34 Environmental / Senior Environmental Advisors Responsibilities




	
	

	Quality Advisor
See HSGD36-31 SHEQ Internal Auditors Responsibilities
Responsible for:
· Gaining approval by the National Quality Manager for any derogations from standard MWH Treatment procedures




	
	



	PERMIT ISSUERS LIST (paper/electronic permits)

	Permit:
	Author
	Authoriser (if required)

	CDFR18-01 Permit to Pump Concrete 
	
	

	CDFR24-06 Temporary Works Permit (High-risk activity)
	
	

	CDFR28-02 Permit to Lift (High-risk activity)
	
	

	CDFR34-03 Permit to Horizontal Directional Drill
	
	

	CDFR35-01 Permit to Break Ground
	
	the same as the Author

	CDFR35-02 Hot Works Permit
	
	the same as the Author

	CDFR35-03 General Permit to Work (High-risk activity)
	
	

	CDFR35-06 Permit to Work on or near Above-Ground Services
	
	

	HSFR02-02 Confined Space Permit to Enter
	
	

	EVFR05-03 Permit to Pump to Ground (England & Wales)
	
	

	EVFR05-04 Dewatering to Surface Waters Checklist (England and Wales)
	
	

	EVFR05-05 Permit to Pump to Ground (Scotland)
	
	

	EVFR05-08 Overpumping Permit
	
	

	EVFR05-14 Vegetation Clearance Permit
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