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01 BRIEF/FEASIBILITY – SCHEME DESIGN

1.1 Client
   (in conjunction with PM)                       1.2 Designer   (Lead Designer/CA)     1.3 CDM Co-ordinator

	1.1.1
	Determine if CDM applies to project - Complete a Requirement to apply CDM Checklist
	
	
	
	
	
	

	1.1.2
	Establish competence and allocation of resources of 

CDM-C
	
	
	
	
	
	

	1.1.3
	Confirm extent of CDM-C service to be provided
	
	
	
	
	
	

	1.1.4
	Appoint CDM-C
	
	
	
	
	1.3.1
	Provide client with evidence of competence and resources if requested.

	1.1.5
	Identify Client’s representatives with whom CDM-C shall liaise.
	
	
	
	
	1.3.2
	Agree client requirements and the extent of CDM-C services to be provided and relationship / communication with the project members.

Record Client(s)* on Client Register. *Any Elections

	1.1.6
	Confirm awareness of CDM regulations and duties with CDM-C
	
	
	
	
	1.3.3
	Check client awareness of CDM duties and explain what client has to do.

	1.1.7
	Advise CDM-C of client’s requirements
	
	
	
	
	1.3.4
	Advise client of overall management, monitoring and review arrangements.

	1.1.8
	Identify client’s representatives with whom CDM-C shall liaise
	
	
	
	
	1.3.5
	Confirm arrangements for preparing specific Pre-Construction Information.

	
	
	
	
	
	
	1.3.6
	Agree with the Client the format of the Health and Safety File (i.e. http://hcpropertyinfo.mybiw.com )

	1.1.9
	Agree overall management, monitoring and review arrangements.
	
	
	
	
	1.3.7
	Complete the Initial F10 Notification (copy generated as .pdf for signature by the Client Project Sponsor) and send to HSE via on-line facility.

	1.1.10
	Confirm specific Pre Contract information required.
	
	
	
	
	1.3.8
	Request/Receive from the Client information on state and/or condition of premises/land relating to the project (i.e. Asbestos Register / AMP portal at; www.assistrecords.co.uk )

	1.1.11
	Confirm arrangement for preparing the H&S File
	
	
	
	
	1.3.9
	Identify any investigations or surveys that may be required in conjunction with the CDM Regulations and report to the client

	1.1.12
	Discuss gateways to assist in project management (e-PM procedure).
	
	1.2.1
	Respond to questionnaire for Competence and allocation of Resources information from the Client if requested
	
	1.3.10
	Be available to advise the Client on competence and allocation of resources of Designer(s) if requested

	
	.
	
	1.2.2
	Ensure the client is aware of client duties under the CDM Regulations and CDM-C has been appointed.
	
	1.3.11
	Establish a programme and procedures for reporting, management of changes and design co-ordination of health and safety matters

	1.1.13
	Receive copy of initial F10 Notification from CDM-C.
	
	1.2.3
	Establish information on development constraints
	
	1.3.12
	Request a meeting with Designers involved in the feasibility study to establish a record of principals and decisions of the design relating to potential health and safety risks at the Scheme Design Stage

	1.1.14
	Request advice from CDM-C on competence and capability of other project parties.
	
	1.2.4
	Establish information on state and/or condition of premises/land relating to the project
	
	1.3.13
	Agree with the Lead Designer / Contract Administrator a programme of key Design Risk Review meeting dates to be attended by the CDM Co-ordinator

	1.1.15
	Appoint Designer(s)
	
	1.2.5
	Determine key Design Risk Review dates and request CDM-C attends.
	
	
	


02 PRODUCTION DRAWINGS – TENDER ISSUE

2.1 Client   (in conjunction with PM)     Clerk of Works   
     2.2 Designer   (Lead Designer/CA)        2.3 CDM Co-ordinator
	
	
	
	
	
	2.3.1
	Establish and record a list of all Designers, and their responsibilities, required for the project – including any Client and Contractor appointed designers, and circulate to Design Team in a Designers Register

	
	
	
	
	
	
	2.3.2
	Request a meeting of all Designers to discuss and highlight the main potential health and safety issues to be resolved at Detail Design stage

	
	
	
	2.2.1
	Co-operate with other Designers and CDM-C in the exchange of information relevant to health and safety management
	
	2.3.3
	Ensure co-operation and co-ordination arrangements are defined between Designers so that adequate regard is given to aspects of Health and Safety management

	
	
	
	2.2.2
	Agree with the CDM-C the information required for the PCI
	
	2.3.4
	Issue PCI provided by client to Design Team

	
	
	
	2.2.3
	The Lead Designer / Contract Administrator shall establish a management system to ensure the principles of prevention operate.
	
	2.3.5
	Discuss with Designers the information required to be submitted for the PCI and the Health and Safety File

	
	
	
	2.2.4
	Ensure Design has included adequate information about; i) Project ii) Materials iii) Work sequence
	
	2.3.6
	The CDM-C shall establish a monitoring system to review design considerations for adequate regard to the principles of prevention.

	2.1.1
	Assign Clerk of Works to the project and forward the list of project Design Team members (project directory prepared by CDM-C).
	
	2.1.1a
	The Clerk of Works should receive the opportunity to be involved in discussions regarding design stage practicalities of potential locations for site establishment, construction traffic routes, material storage locations, assumed work sequences and site rules
	
	2.2.5
	Involve the Clerk of Works in discussions regarding design stage practicalities of potential locations for site establishment, construction traffic routes, material storage locations, assumed work sequences and site rules especially when construction activities occur on occupied premises
	
	2.3.7
	Review the Project Design for adequate information about; i) Project ii) Materials iii) Work sequence

	
	
	
	
	
	
	
	
	
	2.3.8
	Involve the Clerk of Works in discussions regarding design stage practicalities 

	2.1.1a
	Consider maintenance implications
	
	2.1.1b
	The Clerk of Works should be consulted on the working of existing similar facilities if any exist.
	
	2.2.5a
	Involve the Clerk of Works in discussions regarding comparisons of the functionality of the workplace.
	
	2.3.9
	Receive Risk Assessment information from Designers

	2.1.2
	Provide PCI as identified by CDM-C
	
	
	
	2.2.6
	Carry out Hazard identification and record Risk Assessments of the design and maintenance
	
	2.3.10
	Review information from designers and add to PCI as required.

	2.1.3
	Receive a report from the CDM-C of the significant health and safety issues of the project, including time estimated for the PC to develop Construction Phase Plan
	
	
	
	2.2.7
	Discuss significant residual risk information recorded in the Designers Risk Register with the CDM Coordinator
	
	2.3.11
	Ensure PCI is completed in sufficient time to be passed to the Quantity Surveyor for their information and issue with tender documents

	2.1.4
	Assess competence of Contractors to be invited to tender (initial)

Request advice from the CDM-C on competence and resources of Contractor to be invited to tender
	
	
	2.2.8
	Forward Designers contribution to the PCI to the CDM-C.
	
	2.3.12
	Prepare a brief summary report to the client of the significant health and safety issues of the project, including time estimated for the PC to develop/agree plan-in-place

	2.1.5
	Receive report from the CDM-C on the competence and resources of Contractor to be invited to tender
	
	
	2.2.9
	Inform the Quantity Surveyor of any health and safety related items to be specifically priced and arrange for associated hazard related information to be included in the Contract Document Preliminaries.
	
	2.3.13
	Be available to advise the Client on competence and resources of Contractor to be invited to tender

	
	
	
	
	
	
	
	


03 TENDER RETURN - ON SITE – PRACTICAL COMPLETION

3.1 Client
   (in conjunction with PM)     Clerk of Works   
     3.2 Designer   (Lead Designer/CA)        3.3 CDM Co-ordinator
	3.1.1
	Establish competence and allocation of adequate resources of Contractor (outline project specific proposals) submitted at tender return stage. 

Request advice from the CDM-C on competence and resources of Contractor Pre-construction Information outline submissions
	
	
	
	
	3.2.1
	After the formal opening of tenders, returned tender responses to the outline requirements of the Pre-tender Health and Safety Plan shall be forwarded to the CDM Co-ordinator to allow competence and adequacy of resources to address project health and safety matters to be assessed.
	
	
	

	3.1.2
	Ensure the Tender Report includes confirmation from the CDM-C that the preferred contractor has necessary competence and adequacy of resources to address project health and safety matters.
	
	
	
	
	3.2.2
	The Tender Report shall include confirmation from the CDM Co-ordinator that the preferred contractor has been assessed for necessary competence and adequacy of resources to address project health and safety matters. A Project Risk Register is to be appended to the Tender Report.
	
	3.3.1
	Advise the client on the adequacy of tendering Contractors responses to the Pre-construction Information by preparing and forwarding a report to the Client for inclusion in the Tender Report, together with any applicable items for inclusion in the Project Risk Register if necessary at this stage.

	3.1.3
	Appoint Principal Contractor
	
	
	
	
	
	
	
	
	

	3.1.4
	Receive copy of Additional F10 Notification as sent to HSE
	
	3.1.4a
	The Clerk of Works should be consulted about the development of the PCI prior to Plan-in-Place being issued
	
	
	
	
	3.3.2
	Complete the Additional F10 Notification (copy generated as .pdf for signature by the Client Project Sponsor) and send to HSE via on-line facility.

	3.1.5
	Receive confirmation from the CDM-C that the Principal Contractor’s Construction Phase Plan is suitable to allow work on site to start
	
	3.1.5a
	The Clerk of Works needs to be informed about the appointed Principal Contractor’s method statement and health and safety plan so that their implementation can be properly monitored
	
	
	
	
	3.2.3
	After consultation with the Clerk of Works, advise the client on the adequacy of the Principal Contractors developed Construction Phase Plan to allow works to commence on site.

	3.1.6
	PM to issue confirmation to the PC that the Construction Phase Health and Safety Plan is “In-Place”
	
	3.1.6a
	The Clerk of Works should institute procedures for;

· regular inspection and spot checks on health and safety matters, welfare and fire safety

· reporting to the Contract Administrator any instances of non-compliance and action taken (triplicate book copy)

· incidents connected with hazardous substances and any delay due to work stoppage because of them.
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	3.3.4
	Inform in writing all duty holders at the commencement of the contract of information required to be collated for the Health and Safety File

	
	
	
	
	
	
	3.2.1
	The Contract Administrator shall ensure that an agenda item on Progress Meetings is included to discuss health and safety matters and handover of information for the Health and Safety File.
	
	3.3.5
	Ensure health and safety management is addressed as an integral agenda item at all progress meetings.

	
	
	
	
	
	
	3.2.2
	Undertake Risk Assessments for Variations or design changes and copy outcomes (e.g. Change Control form) to CDM-C before recording on Architects Instructions.
	
	3.3.6
	Monitor changes to any design work carried out after contract commencement (e.g. Change Control forms / AI’s) to ensure risk assessments are considered / forwarded to the Principal Contractor.

	3.1.7
	Receive Monthly Reports from the CDM-C on information collated for the Health and Safety File and other CDM related information received/issued/requested or outstanding
	
	3.1.7a
	The Clerk of Works Report at the Monthly Progress meeting shall include a summary of any matters connected with health and safety. Clerk of Works Weekly Report shall record details of any instances of non-compliance and safety concerns recorded.
	
	3.2.3
	Receive a report from the PC on the status of collation of information for the Building Manual (and Health and Safety File) at each Monthly Progress meeting. Ensure any information for inclusion in the Building Manual (and Health and Safety File) is uploaded into the property system at; http://hcpropertyinfo.mybiw.com prior to issue of the Practical Completion Certificate.
	
	3.3.7
	Provide a monthly monitoring report to the client on information collated for the Health and Safety File and other CDM related information received / issued / requested or outstanding.

	
	
	
	
	
	
	3.2.4
	Ensure As-Built information and design changes confirmed via Architect Instruction information are included on revised drawings.
	
	3.3.8
	Issue reminder to receive requested information for the Health and Safety File from all duty holders prior to the issue of the Practical Completion Certificate

	3.1.8
	Receive H&S File-in-place from the CA and advice from the CDM-C on the status of collation of information for the Health and Safety File at Practical Completion.
	
	
	
	
	3.2.5
	Sign and forward an H&S File-in-Place proforma to the PM giving the status of information completed / received for the Health and Safety File at Practical Certificate stage.
	
	3.3.9
	Prepare and forward an H&S File-in-Place proforma to the CA giving the status of information received for the Health and Safety File at Practical Certificate stage.


04 DEFECTS PERIOD – MAKING GOOD CERTIFICATE

4.1 Client
     (in conjunction with PM)                   4.2 Designer   (Lead Designer/CA)        4.3 CDM Co-ordinator

	
	
	
	4.2.1
	Ensure all Risk Assessment information and other relevant documentary information provided for the Health and Safety File is maintained and accessible for the full period of design liability
	
	4.3.1
	Collate and complete any outstanding information agreed to be compiled after Practical Completion for the Health and Safety File

	
	
	
	
	
	
	4.3.2
	Ensure any outstanding information agreed  to be compiled after Practical Completion for inclusion in the Health and Safety File is uploaded into the property system at; http://hcpropertyinfo.mybiw.com

	4.1.1
	Receive confirmation from the CA on completion of the Health and Safety File and confirm it’s receipt.
	
	3.2.5
	Sign and forward an updated H&S File-in-Place proforma to the PM confirming remaining information set out in the schedule has been received for the Building Manual (and Health and Safety File) and uploaded into the property system at; http://hcpropertyinfo.mybiw.com
	
	4.3.3
	Prepare and forward an updated H&S File-in-Place proforma to the CA confirming remaining information set out in the schedule has been received for the Health and Safety File and uploaded into the property system at; http://hcpropertyinfo.mybiw.com

	4.1.2
	Ensure communication of H & S File to appropriate responsible persons to maintain the Files’ availability.
	
	
	
	
	
	

	4.1.3
	Make arrangements via Asset Management team for the extraction and transfer of Health and Safety File information to a purchaser on sale of property.
	
	
	
	
	
	


