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SUBCONTRACTOR PRE-COMMENCEMENT MEETING RECORD
CDFR16-02
	Project:
	
	Project Number:
	

	Subcontractor:
	

	Activity:
	

	MEETING RECORD 
	Date of meeting:
	

	The meeting should be held for each contractor who is to carry out works on an MWHT Site and relevant contractor representatives must be present. Recommend the following MWHT roles are present:
Project Manager, Site Manager, Discipline Specific Engineer, Quantity Surveyor, SHEQ Advisor [Note: SHEQ discipline selected as per subcontractor related risk].

This meeting outlines the contract requirements in line with the CMGD03-01 - SHEQ Code of Practice with relevant sections outlined below. For each question subcontractor must confirm their adherence to the details stipulated and provide evidence where necessary.

All Subcontractors must be issued with the following documents prior to contract award;
· CMGD03-01 SHEQ Code of Practice
· Any Client’s minimum standards or expectations 
· CDRU14-02 – MWH Prohibited Items and Plant
· MWH Lifesaving Commitments




	Present:
	Company:
	
	Present:
	Company:

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	 
	
	
	



	
	Topic
	Comments/actions required
	For action by

	1
	SCOPE OF WORK -
	
	

	
	Give a brief outline of the scope of work covered by this sub-contract
	
	

	
	
	
	

	
	Sub-subcontractors
Intention to employ any third party or sub-let any part of the sub-contract works? If yes, has this been received and approved in writing?


	
	

	[bookmark: _Hlk146103397]
	Where sub-subcontracting is taking place;
· Have they had a SHEQ assessment undertaken on them to benchmark them against the MWH SHEQ Code?
· Has a Pre-Commencement been arranged with them in line with this meetings contents (or are they attending this meeting)?
· Have onsite Supervision requirements been agreed for them?
· In line with the MWH Visual Standards, have key items been listed to relay to the contractor during the induction?
	




	

	
	
	
	
	
	

	
	RAMS
Have all RAMS been uploaded onto Intuety and approved by MWH (or will RAMS be uploaded 10 days prior to work commencement of the required activity)?

Detail action required and timescale to ensure suitable & sufficient MS/RA is in place prior to commencement of activities.
	
	

	
	 
RAMS Process
Agreement from contractor that;
· All RAMS to have 30 day review or following any changes, with personnel re-briefed.
· Any subsequent RAMS will be uploaded to Intuety within 10 days of works commencement
	
	

	2
	PROGRAMME
	
	

	
	Identify significant dates:

Site Start Date:
Key Milestones:
Contractual completion date:

Agree requirement for programme updates/monitoring and attendance at collaborative planning/production control meetings
	




	

	3
	RESOURCES
	
	

	
	Subcontractor’s supervisor(s)
Name / Position within company / qualifications (i.e. First Aid, SMSTS)
	

	

	
	Labour
Proposed Number / job roles:
	


	

	
	
Specific Site Competencies;
(This is not an exhaustive list, MWH to review and request as per role)
· NRSWA (streetworks)
· Plant Operator Competencies 
· Face Fit Testing
· Banksman/ Sligner Signaller
· Trade CSCS Cards
	
	







	
	Language 
Agreement from contractor that;
Workers who have English as a second language will only be permitted to work on site if worker can demonstrate that they have a basic understanding of both written and verbal English or the worker’s employer must translate the induction, RAMS, TBT; s etc.  in their mother tongue
	
	

	
	Mandatory Training for all (unless agreed by SHEQ otherwise);
· EUSR Water Hygiene qualification (Clean Water)
· Client Specific Inductions to be stipulated
	
	

	
	First Aid
At least one member of the team must be First Aid at Work trained (3 day) or be First Aid for Appointed Person trained. Individual to be named
	
	

	
	 
Health Surveillance and Safety Critical Medicals
Evidence of health surveillance, occupational health provisions and fitness to work records / safety critical medicals for subcontractors staff (GDPR Compliant)
	

	








	
	Materials
	
	









	
	Material Certificates (if required):
	
	






	
	
	
	

	
	
	
	

	4
	HEALTH AND SAFETY -
	
	

	
	Process Safety 
Confirm that the Subcontractor is aware of their duties to attend the mandatory MWHT Hazard Study 2 (if identified by HS1) and Hazard Study 3, as well as performing their own HS4 and HS5 following report submission. (As applicable)
	
	

	
	SHEQ Support 
Name of SHEQ Support and frequency of audits to be agreed

	
	

	
	Induction training
Outline format, duration to contractor
Consider Role Specific Inductions e.g. Plant Operator, Delivery Drivers
	
	

	
	Review MWH Prohibited Items & Plant List with contractor
	
	

	
	Drugs & Alcohol 
Advise contractor - MWH Treatment will conduct routine and for cause screening for drugs and alcohol in breath, saliva and/or urine
	
	

	
	PPE
· Who to supply, rules on branding etc. 
· State any specific project requirements e.g. Flame retardant coveralls, FFP3, Hand Protection, Harnesses etc. 
	
	

	
	Communications
Outline expectation in terms of numbers/topics of TBT’s over course of contract duration and any other briefings required
	
	

	
	Incident Reporting
Contractor to confirm adherence to;
· All incidents must be reported as soon as possible and within 24 hours to the MWH Treatment Site management. 
· Incident Report may be required including root cause analysis and actions provided
· Near Misses, Hazards, Good Practices, NCO’s to be logged on Improve It Cards
	
	

	
	SHEQ Performance Meetings 
Agreements for Frequency & Date of Monthly Performance Meeting:
	
	

	
	Inspection Requirements
· Inspections to be carried out by Subcontractor Site Management weekly unless agreed otherwise here
· Outline to contractor,  MWH Inspection Frequencies
	
	

	
	Temporary works
List proposed temporary works to be undertaken to be included in Temp Works Schedule and approved as appropriate.
	
	

	
	Scaffolding 
For any proposed scaffolding – details of installation company/competency. All designs must be provided prior to works being undertaken and approved by MWH
	
	

	
	Mechanical Lifting Activities 
· Lift Plans to be provided for all lifts from a qualified Lifting AP.
· All Lift Plans require approval from a MWH AP.
LOLER Requirements to be adhered too.
	
	

	
	PAT Testing 
Contractor responsible for PAT Testing all equipment onsite with label provided on plant.
(Follow HSE Guidance but likely 3 monthly on construction sites)
	
	

	
	Confined Space
· Any anticipated on the project?
· To be assessed and suitable RAMS put in place and approved along with sufficient Rescue Plan
· Appropriate City and Guilds 6150 training to be in place
· Safety Critical Medicals to be provided
· Permit to Enter to be issued by MWH
	
	

	
	Asbestos 
· Any anticipated on the project?
· Asbestos Training is required for all those who are likely to encounter asbestos during their work 
· If found, stop work and inform MWH Management
	
	

	
	Dust
Contractor to confirm adherence;
Provision of quantitative and qualitative face fit testing shall be provided where RPE is to be used on the project
	
	

	
	HAVS
Contractor to confirm adherence;
· RAMS to identify hazard and appropriate controls
· HAVS Recording should be carried out by anyone utilising power tools.
	
	

	
	Hot Works
Contractor to confirm adherence.
Hot works Permit to be issued prior to any hot works taking place stipulating any controls. This must be issued along with suitable and sufficient RAMS for the activity taking place
	
	

	
	Plant, Tools and Equipment
Contractor to confirm adherence;
· Forward tipping dumpers 6t and above will be required to be Cabbed versions
· All heavy goods vehicles (HGVs), large goods vehicles (LGVs), flatbed and ‘transit van’ style vehicles must have audible warning signals
· All vehicles to have reversing lights 
· All heavy goods vehicles and wheeled plant must have wheel nut indicators fitted.
· All vehicles without a clear rear view must be fitted with reversing cameras.
· Where there is a risk of falling from a vehicle, edge protection or another fall protection system shall be installed
· Ensure that all plant has the necessary certification and testing certification 
· Ensure Operation & Maintenance Manuals are available to the driver
· Use of electric small plant and tools where feasible.
	
	

	
	Plant Movements
Contractor to confirm adherence;
Plant movement must be controlled by a trained Plant and Vehicle Marshall. Excavators / cranes etc. must not work without instruction from the Banksman or Slinger Signaller.
	
	

	
	Excavation Work and Safe Digging
Contractor to confirm adherence;
· Vacuum excavator is the primary means of excavation unless agreed otherwise
· All works to be in line with HSG 47 Avoiding Danger from Underground Services
· No works to commence without a Ground Disturbance Permit being issued
· Monthly CAT downloads to be provided
	
	

	
	Overhead Power Lines
Contractor to confirm adherence;
· A Safe System of Work is required for any works in proximity to overhead power Lines 
· Adherence to ‘Avoiding Danger from Overhead Power Lines (HSE GS6)’
	
	

	
	Mechanical Works 
Contractor to confirm adherence;
All works on systems of pipes require approval from an MWH Mechanical AP and the relevant permits issued as required
	
	

	
	Electrical Works 
All works on all electrical systems require approval from an MWH Electrical AP and the relevant permits issued as required. Electrical Safety Rules to be provided and briefed.

	
	

	
	
	
	

	5
	ENVIRONMENT 
	
	

	
	Environmental Management Plan 
Briefing on requirements of EMP and any limitations/restrictions – to include any hold points.
	
	

	
	Spill Drill
Awareness of requirements to undertake spill drill and spill response training.
	
	

	
	Spill Response Equipment
Suitable spill response equipment (e.g. spill kit) to be kept within 120 seconds of potential spill source and suitable for the substance stored. Confirmation of who is responsible for providing spill response equipment?
All small plant and fuel storage to be upon a plant nappy (with a liner) / enviropad.
	
	

	
	Waste Duty of Care
· Have all waste carriers been agreed? Waste carrier permits to be provided prior to commencement of works.  
· Who will be responsible for signing off waste transfer notes? Have they received adequate training?
· Will any spoil be removed from site? If so, has adequate testing been carried out, including Chemical Analysis, Waste Classification, WAC Testing?
· Will any hazardous waste be produced on the project? 
· All waste transfer notes to be provided to MWHT Site Manager on a monthly basis. 
Any non-compliance in relation to Duty of Care regulations may result in an incident being raised. 

	
	

	
	Environmental Reporting
On a monthly basis, provide the following information to the MWHT Site Manager:
· All waste transfer notes
· All hazardous waste consignment notes
· All fuel/HVO tickets
· All material delivery tickets, including recycled aggregates and associated compliance reports (e.g. WRAP Quality Protocol). 
· Where required, all facility recycling rates

	
	

	
	Pumping and Dewatering
Responsibility for dewatering to be confirmed. Permit to Pump process requirements explained. Note: No pumping/dewatering without Permit to Pump in place.
	
	

	6
	QUALITY 
	
	

	
	Inspection and Test
Confirmation of who is responsible for undertaking necessary inspections, who’s paperwork will be used; and how often copies will be provided (as agreed at Pre-Award Meeting).
	
	

	
	If using subcontractors ITP has this been submitted and accepted (see CDFR16-03 Subcontractor ITP Appraisal Form for guidance)? If no detail action required and timescale to ensure suitable & sufficient ITP is in place prior to commencement.

Note: All Subcontractor’s Inspection & Test Plan(s) / Quality Plan must be submitted to MWHT a minimum of 10 working days prior to the activity being undertaken.


	
Yes  [image: ] No [image: ]
	

	
	Concrete
Confirm:
· The arrangements for cube testing and provision of records for the ITP. 
· That a UKAS accredited lab shall be used for cube test results.
· That a QSRMC or BSI Kite Mark (EN 206) supplier is used for ready-mix.
	
	

	
	Material Certificates
Arrange relevant FAT & pre-dispatch inspections. 
Ensure that manufacturing and material certificates (e.g. CARES, 3.1 Steelwork certificates, Pre-cast strength reports) are issued for review prior to on-site delivery.
Confirm arrangements of on-site delivery inspections & management (incl. completion of records).
	
	

	
	CE / UKCA Marking
Where a subcontractor is providing structural metalwork, to confirm that necessary FPC and Weld Certs are held, and a Declaration of Performance will be provided.
Where this is being further subcontracted, confirmation requirements will be met, and Declaration of Performance provided to site.
	
	

	
	Materials in contact with Potable Water
All materials to be in contact with Potable water must be accepted by the MWH Project Manager and be WRAS / DWI approved. All work on the potable network must be done by suitably competent individuals.
	
	

	7
	SUSTAINABILITY
	
	

	
	Project Sustainability and Social Value Plan (PSSVP)
Where a PSSVP is required confirm how the subcontractor is able to support with -
· Local employment
· Use of local suppliers
· Apprenticeships in place
· Waste minimisation
· Community engagement (see below)
	
	

	
	Carbon Reduction Measures
Subcontractor to provide information on carbon reduction measures, energy efficiency and use of eco/low emission small plant and tools.
To identify how MWHT can collaborate with the subcontractor to reduce fuel use / encourage carbon reduction. Any proposed innovative measures?
	
	

	
	Community Engagement
To confirm if the subcontractor has interest / able to provide support from a material / resource perspective for proposed community engagement.
	
	

	8
	INSPECTION / TESTING
	
	

	
	Surveying equipment
Calibration certificates.
	
	

	
	Test equipment
Calibration Certificates.
	
	

	
	In-process inspection
Hold points identified in the Method Statement and appropriate ITP sheets referenced if applicable.
	
	

	
	Final Inspection
	
	

	
	Testing
	
	

	9
	SOFTWARE AND EQUIPMENT
	
	

	
	Confirm that the subcontractor will use MWH Treatment’s electronic Permit to Work system for all permits (paper only by written exception), that permit holders are competent in its use, and that access details (names, emails) will be provided in good time for account setup.
	
	

	
	Provision of Equipment 
Confirm that the subcontractor is responsible for providing suitable equipment and access for their employees and any sub‑subcontractors to use required apps or software (including the electronic Permit‑to‑Work system), such as mobile phones, tablets or other devices. Confirm that mobile devices will only be used for electronic permitting in safe locations and in accordance with site rules on mobile phone use and situational awareness.
	
	

	10
	FREE ISSUE GOODS 
	
	

	
	Who is responsible for:
	
	

	
	1. Unloading free issue equipment.
	
	

	
	2. Inspection of free issue good upon delivery.
	
	

	
	3. Storage of free issue equipment on site.
	
	

	
	4. Removing and disposing of packaging from free issue items.
	
	

	11
	MWHT SERVICES 
	
	

	
	Welfare facilities 
Provided by MWH:
Provided by Sub-contractor:
	
	
	

	
	
	
	
	

	
	MWH supervisor(s)
	
	

	
	Other
	
	

	12
	OTHER MATTERS 
	
	

	
	Hours of work / overtime / weekend working rules
	
	

	
	Access limitations
Outline any access restrictions i.e. weight/height limits for vehicles.
	
	

	
	New hazards created by sub-contractors proposed works
Amend Induction / Training if necessary.
	
	

	
	Additional sheets attached.
	
	




	Prepared By:
	
	Accepted as true record by:
	

	Signed:
For MWH Treatment
	
	Signed:
On behalf of Subcontractor
	

	Copies to:
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