Site Setup Form

	Final on-site work planning prior to work commencing, outcomes will include:

· Identification of the work process to be followed including individual responsibilities,

· Inspection of work site for hazards,

· Risk assessment of those hazards, and

· Description of method selected to eliminate/ isolate or minimise those hazards.

	IN CHARGE EMPLOYEE:

(Name)


	JOB LOCATION: 



	JOB DESCRIPTION:

	

	

	WORK INSTRUCTIONS USED:



	

	EMERGENGY EVACUATION AREA:

	

	LOCATION OF NEAREST FIRST AID EQUIPMENT:



	

	Effective planning and methodology will result in control of the potential impact of hazards. This in turn places a very strong emphasis on work methods and a very clear understanding of each person’s role in those work methods. The Tailgate procedure is a vital and compulsory part of this process.

The purpose of the Tailgate procedure is to:

a) Review the job to be undertaken and the role of each member of the work party to ensure that his or her role is understood and that each member is capable of undertaking the assigned role.

b) Identify work hazards on the site.

c) Determine whether it is practical to eliminate/Minimise any hazard.

d) If elimination or minimization is not practicable, to determine whether it is practicable to engineer out the hazard.

e) If engineering out is not practicable, to consider how the impact of the significant hazard can effectively be controlled, using for example administrative or personal protective equipment.

NB: If the hazard cannot be effectively controlled the work activity must not take place.

f) Determine what is to be done if a new hazard arises while the work is being carried out.

g) Brief the work party on how each hazard identified will at regular intervals be assessed to determine whether it is, or has become a significant hazard.

NB: A hazard is significant if it has the potential to cause illness or injury to personnel or damage or loss to customer equipment.

Always remember…"If it’s not safe, don’t do it!"


	WORK PARTY DETAILS

	WORK GROUP MEMBER
	TASK and RESPONSIBILITY
	SIGNATURE

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	HAZARD PROMPTS

	Are there any electrical shock danger?
	Is there any danger from machinery being used?

	Is any heavy lifting to take place?
	Is the equipment you are working on clearly identified?

	Can you fall off anything (pole, ladder etc)?
	Are there any hazards in getting access to the site?

	Any danger to the environment (spillage’s etc)?
	Are there any other contractors involved or on site?

	Could this work cause loss of service to the clients?
	Can any new hazards arise during the job?

	Any sustained awkward postures or any application of force involved?
	Any work in confined spaces?

	Any hazardous chemicals to be used?
	Have you considered PPE requirements?

	Other actions being undertaken in or near this work that may be effected by, or effect this work
	

	PERSONAL SAFETY

(Control type E, M for Eliminate or Minimise)

	Hazard 
	TYPE

E, M
	METHOD OF CONTROL (To eliminate or Minimise)

	
	
	

	
	
	

	
	
	

	
	
	

	INDENTIFIED OPERATIONAL RISKS AND OR ENVIRONMENTAL RISKS

	
	
	

	
	
	

	
	
	

	NEW HAZARDS IDENTIFIED DURING JOB

	
	
	

	
	
	

	
	
	

	
	
	


	DEBRIEFING NOTES:

	

	

	CHARGE EMPLOYEE (Signed) :
	DATE: IN 



	Visitors  (explained site Health and safety requirements 

	Name
	Company
	Signature
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