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Project # ___________________ _______  
Project Name 

and Description_______________________________________________________________________
Meeting 
Location ______________________________Date __________________Time____________________


Prime 
Contractor _______________________________________ (“Contractor”)
Contact 





Phone 
name _______________________________

number ________________________________
Prime Contractor’s 
Qualified Coordinator (Construction only) ___________________________________
City Project/Contract Manager 
(Name and Job Title)

 __________________________________________________
Phone number: _____________________________________

	List of Other Participants or Meeting Attendees:

	


INSTRUCTIONS - City Contract Manager to review each item, complete required information and check in space provided on right hand column once all is complete.

	General Safety Responsibilities 

	Contractor has signed off on Prime Contractor Designation  form/agreement: 
     For tender – separate form/agreement 
                    For non-tender – use Appendix B of Agreement 
	(

	Contractor will coordinate the occupational health and safety activities for the Project
	(

	Contractor understands that rules and requirements of Workers Compensation Act and OH&S Regulation must be followed at all times and take precedence over contractual obligations 
	(

	Contractor will ensure that its workers are suitably trained and qualified to perform the duties for which they have been assigned at the Project
	(

	Contractor assumes responsibility for the health and safety of all workers at the Project and for ensuring compliance by all Project workers with the Workers Compensation Act (Part 3) and OH&S Regulation
	(

	Contractor understands that violation of Workers Compensation Act or OH&S Regulation by Contractor may result in possible termination or suspension of the contract with City for the project, and/or any other actions deemed appropriate at the discretion of the City.
	(

	Contractor understands it is liable for any penalties, sanctions or additional costs levied against Contractor or the City for the Contractor’s breach of statutory safety obligations 
	(


	Comments:




	Site Safety Orientation and Hazard Identification

	Review City Known Workplace Hazards 
Comments:


	(

	Review Hazardous Materials Assessment Report (if applicable)
Comments:


	(

	Review of Site by: 
Verbal / Drawings / Maps / Photos / In Person / Other (circle all that apply)
Comments:

	(

	Review Contractor’s Hazard Identification 

Are there any other hazards the Contractor foresees that are not mentioned in any current documentation?  Yes  / No     If Yes, explain:

Additional Comments:

	(

	Notice of Project

	Is Notice of Project required?   
Yes / No
Has Notice of Project been submitted by Contractor? 
Yes / No
Additional Comments:

	(


	First Aid

	Contractor has conducted risk assessment to determine required First Aid coverage?  
Yes / No
Contractor’s reported First Aid requirements:
	(

	Level 1
	Level 2
	Level 3
	

	
	
	
	

	If the First Aid requirements will vary, write down specific times and level of first aid required for such times:

	


	Documentation

	Contractor will include maintain and make available certain documents at the Project, including but not limited to those required by law and:
· Contractor's safety program/plan;
· All notices which the Contractor is required to provide to WorkSafeBC; 
· Any written summary of remedial actions taken to reduce occupational health and safety hazards within the Contractor’s area of responsibility;
· All directives and inspection reports issued by WorkSafeBC;
· Records of any incidents and accidents occurring within the Contractor's area of responsibility;  and
· Completed accident investigations for any incidents and accidents occurring within the Contractor’s area of responsibility.
	(


	Construction Project Documentation

	At a construction workplace, the Contractor must also maintain and make available the following documents: 

· Records of all orientation and regular safety meetings held between contractors and their workers, including topics discussed, worker names and companies in attendance;
· Written evidence of regular inspections within the workplace;
· Occupational first aid records;
· Worker training records;
· Current list of the name of a qualified person designated to be responsible for each subcontractor (employer’s) site health and safety activities; and
· Diagram of the emergency route to the hospital.

Circle if not applicable:  N/A
	(


	Other

	
	


I, ______________________________ as the authorised signatory of ______________________, the designated Prime Contractor for the Project, attended this Pre-Job Communication Meeting and agree to having reviewed and/or discussed  the above with the City’s designate.
	Signature of Prime Contractor
	

	Signature of Contractor (if different from Prime)
	

	Signature of Qualified Coordinator
	

	Signature of City Project/Contract Manager
	

	
	

	Other Participants
	

	
	

	
	

	
	


2

