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[bookmark: _Toc495846309]Project Startup Checklist

	PROJECT:

	PROJECT NUMBER:
	DATE:

	HSSE SUPERVISOR:
	PROJECT MANAGER:




	I.  MANAGEMENT TEAM AND HSSE SUPERVISOR ACTIVITIES
	
	
	

	ACTION
	REFERENCE
	RESPONSIBILITY
	COMMENTS
	STATUS

	1.   Initial project management team meeting (should include Project Site Manager, Site Superintendent, Contract Administer, etc.) discuss and or address:
	
	
	
	

	· Scope of project
	
	
	
	

	· Project expectations and strategies
	
	
	
	

	· Contractual agreements/specifics 
	
	
	
	

	· HSSE budget
	
	
	
	

	· HSSE staffing plan
	
	
	
	

	· Project management roles & responsibilities
	
	
	
	

	· Sub-contractor qualification/mobilization protocol*
	
	
	
	

	· Project medical case management/ modified duty (Explain the “One-Stop-Shop” concept)
	
	
	
	

	· Required reading and sign-off of HSSE Execution Plan by non-manual discipline leads prior to Project mobilization (Roles and Responsibilities)
	
	
	
	

	· Key Process Metrics Strategy 
	
	
	
	

	· [bookmark: _GoBack]Initial client contact meeting (timing)
	
	
	
	

	· Main elements of this start-up checklist and implementation timeline schedule.
	
	
	
	

	2.    Initial client contact meeting
	
	
	
	

	· Meet with client; establish construction and client HSSE representative contacts
	
	
	
	

	· Discuss with appropriate client personnel the project team strategies and expectations
	
	
	
	

	· Discuss with team the projects safety performance measurement/criteria and reporting requirements.
	
	
	
	

	· Discuss and determine the extent of coverage provided by the client’s facility emergency response team*
	
	
	
	

	· Request and obtain a copy of client’s contractor requirements, HSSE manual and site specific procedures
	
	
	
	

	· Discuss responsibilities such as: Permits, handling of waste, client site requirements, etc. 
	
	Environmental lead & HSSE Area Manager
	
	

	· Camera Pass Approval
	
	
	
	



Project Startup Checklist (Continued)

	II.  HSSE SUPERVISOR FUNCTIONAL ACTIVITIES
	

	ACTION
	REFERENCE
	RESPONSIBILITY
	COMMENTS
	STATUS

	1.    Conduct a project scope/risk assessment, develop specific plans or procedures addressing:
	
	
	
	

	· Physical hazards
	
	
	
	

	· Chemical/process hazards
	
	
	
	

	· Medical surveillance requirements
	
	
	
	

	· Construction environmental impact
	
	
	
	

	· Project Security*
	
	
	
	

	· Emergency action and response
	
	
	
	

	· Prepare Construction Environmental Control Plan (CECP) 
	
	
	
	

	· Develop Site inspection for m and strategy
	
	
	
	

	· Set up waste management area (if required)
	
	
	
	

	· Modify Appendices to CECP to match Project.
	
	
	
	

	· Special training requirements 
	
	
	
	

	2.   Set-up of HSSE on-site facilities:
	
	
	
	

	· Notify Safety Data System (SDS) coordinator of project start-up for monthly reporting requirements
	
	
	
	

	· Procure office and equipment, (computer and misc. hardware)
	
	
	
	

	· Procure software, (SDS, SAP, etc.)
	
	
	
	

	· Determine type and method of record-keeping, training database system and general files retention and procure if necessary (i.e., software programs etc.)
	
	
	
	

	· Set-up first-aid facility*
	
	
	
	

	· Make appropriate arrangements for the disposal of biological wastes*
	
	
	
	

	· Federal/State Labor and OSHA Posting (Coordinate with Labor/Industrial Relations)
	
	
	
	

	· Determine site division of responsibilities based on client meeting.
	
	Environmental lead
& HSSE Supervisor
	
	

	· Define who will be the Construction Environmental Coordinator (CEC). 
	
	Environmental lead
& HSSE Supervisor
	
	

	· Identify is a compliance matrix should be created.
	
	Environmental lead
& HSSE Supervisor
	
	

	· Prepare bid addendum environmental section.
	
	Environmental lead
& HSSE Supervisor
	
	

	· Contact safety/medical supplier; begin the procurement of key/priority equipment consumables 
	
	
	
	



 Project Startup Checklist (Continued)

	ACTION
	REFERENCE
	RESPONSIBILITY
	COMMENTS
	STATUS

	· Establish acceptable training room and procure audio visual equipment
	
	
	
	

	3.	Set-up Medical Management/Workers’ Compensation Program:
	
	
	
	

	· Notify local agencies of project start-up; establish contact representative; request start-up packet (if required)
	
	
	
	

	· Develop worker’s compensation review strategy.
	
	
	
	

	· Schedule kick off meeting with risk management and area manager. Review claims handling procedure.
	
	
	
	

	· Interview prospective consulting physicians to establish primary medical provider and panel of specialists.
	
	
	
	

	· Provide selected consulting physician with appropriate forms for employee visits.
	
	
	
	

	· Establish medical protocols/standing orders with consulting physician; get proper approvals.
	
	
	
	

	· Provide consulting physician with craft job descriptions for pre-placement physicals and restrictive work availability (Joint effort with Labor/Industrial Relations Department.)
	
	
	
	

	· Discuss drug testing process with Labor/Industrial Relations Departments and select a service provider.  (Optimize “One-Stop-Shop” concept)
	
	
	
	

	· Coordinate and establish local or area emergency care facilities (hospitals) with consulting physician
	
	
	
	

	· Notify and instruct the designated emergency response team of consulting physician and preferred emergency care facilities.
	
	
	
	

	· Set-up local emergency transportation services provider*
	
	
	
	

	4.	Develop a formal HSSE education/training plan and schedule including the following elements:
	
	
	
	

	· Supervisor Orientation 
	
	
	
	

	· HSSE System Tools (SAP, SDS, Key Process Metrics)
	
	
	
	

	· Procedure Orientation
	
	
	
	

	· Hazard Recognition
	
	
	
	

	· Environmental Compliance Workshops
	
	
	
	

	· Execution Plan Training
	
	
	
	

	· New Hire/Employee Orientation (including non-manual staff)
	
	
	
	



Project Startup Checklist Sample (continued)

	ACTION
	REFERENCE
	RESPONSIBILITY
	COMMENTS
	STATUS

	· Insure Environmental awareness is covered in new hire orientation
	
	Environmental lead
&HSSE Site Supervisor
	
	

	· Coordinate environmental awareness training for staff.
	
	Environmental lead
&HSSE Site Supervisor
	
	

	· Safety Leadership Workshop I and II
	
	
	
	

	· JHA Orientation (STARRT)
	
	
	
	

	· Back Injury Prevention Program
	
	
	
	

	· 30-Hour OSHA Supervisor Training (optional)
	
	
	
	

	· Competent person (excavation, scaffolding, etc.)
	
	
	
	

	· Other specialty training as determined by hazard assessments (i.e. hazardous chemicals, etc.)
	
	
	
	

	· Estimate job hours for HSSE training based on projected manpower levels.
	
	
	
	

	5.   Miscellaneous:
	
	
	
	

	· Work out details of random drug testing activities with Labor/Industrial Relations Departments (i.e. on site collection process, point-of-contact for results, employee notification process, etc.)
Note:  Site Manager to be involved in above activities
	
	
	
	

	· Set-up local safety council; get procurement to issue blanket purchase order for those activities*
	
	
	
	

	· Order required training material; handouts/ videos/ employee safe practices manuals, etc.
	
	
	
	

	· Order STARRT cards
	
	
	
	

	· Develop a craft incentive program or a project celebration plan with site manager concurrence.
	
	
	
	

	· Flowchart key management processes (hire-in/orientation, medical management, accident/near miss, etc.).  Incorporate into project HSSE execution plan.
	
	
	
	

	6.    Begin development of Project HSSE Execution Plan; provide detailed instructions and/or flowcharts for all applicable processes. 
       
 Note:  The execution plan development process may start at an earlier time however, many of the preceding activities will need to be developed before they can be put to paper. 
	
	
	
	




 Project Startup Checklist (Continued)

	ACTION
	REFERENCE
	RESPONSIBILITY
	COMMENTS
	STATUS

	· 


	
	
	
	

	· 


	
	
	
	

	· 


	
	
	
	

	· 


	
	
	
	

	· 


	
	
	
	

	· 


	
	
	
	

	· 


	
	
	
	

	· 


	
	
	
	

	· 


	
	
	
	



NOTE:
Copies of the active checklist should be given to all Project Management team members during the updating or status phases or until a draft execution plan has been developed and disseminated to the same.  Upon completion of this checklist, a copy should be placed in the permanent Project files on site. 
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