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This meeting agenda is to be used as a guide only. Individual projects must update this agenda to suit their individual needs.
All pre-start areas should have the following:
Project Pre-start board (refer to the Laing O’Rourke Signage Catalogue)
Magnetic project layout board for logistical plans, work zones and plant locations 
TV monitors for digital and project information presentation
Sound system and microphones if numbers exceed 60 people on a frequent basis. If the pre-start area is indoors, a sound system would not be required.
	
Project name
	

	Date and time
	

	Location
	

	Attendees
	All supervision and workforce and at least one representative of each supply chain leadership team plus the Engineering, Health & Safety and environmental teams

	Optional attendees
	Remaining project staff and visitors

	Distribution
	Attendees

	Purpose
	Consult, cooperate and coordinate activities for the shift with the workforce.
Raise any hazards identified and provide feedback on any further controls.



	Item
	Agenda item/information
	Frequency
	Item owner

	1. What went well yesterday; what could we do even better?

	1.1
	Start with positives – ‘what went well’ – to counteract negativity bias (e.g. completing scope, a high-risk work activity done safely, Fatal and Severe Risks [FSRs] completed, works were stopped when it was identified a control was not in place, an environmental risk was managed well).
‘What could we do we do even better?’ places focus on 'even better' to emphasise improvement (e.g. more proactive FSRs to be completed to identify additional controls prior to starting works, more signage and/or barriers required for people–plant separation, housekeeping could be improved).
These discussions are effectively supported by ‘Why?’ and ‘So what?’ types of questions, with a focus on creating learning opportunities and reflections on performance.
	To be discussed once per week (e.g. Friday)
	Section supervisor

	2. Weather

	2.1
	Expected weather for the shift.
	Daily
	Section supervisor

	3. Safety alerts

	3.1
	Any safety alerts from Laing O'Rourke or externally should be communicated.
	Daily as required
	Health & Safety

	4. Supervisors and first aiders on shift 

	4.1
	The names and phone numbers of Supervisors and first aiders plus first aid locations should be pinned on site notice boards or poster boards (refer to Laing O'Rourke Signage Catalogue).
The topics to present are:
Supervisors and first aiders on shift, including areas they are responsible for
First aid point locations.
This discussion aims to ensure people are aware of who is responsible and accountable for the workplace. 
	Refer to site safety boards, update by exception
	Section supervisor

	5. Emergency response 

	5.1
	Emergency Response Plans should be pinned on site notice boards. 
The topics to present are:
Emergency protocols and muster points
Closest medical clinic and hospital.
	Refer to site safety boards, update by exception
	Section supervisor

	6. Site access requirements 

	6.1
	Site access requirements should be pinned on site notice boards or poster boards. Discuss personnel training/competency and sign-on requirements to access the project site.
	Refer to site safety boards, update by exception
	Section supervisor

	7. Vehicle and pedestrian movement plans

	7.1
	Vehicle and pedestrian movement plans should be pinned on site notice boards. 
The topics to be discussed are:
Current vehicle and pedestrian movement plans to access and move around site
Any changes to the previous shift. 
	Refer to site safety boards, update by exception
	Section supervisor

	8. Work areas and activities

	8.1
	It is recommended that a visual representation of site is used (i.e. using the pre-start board or TV monitor), and presenters should be positioned next to the information being presented. It is essential that the presenters can be seen and heard by the workforce. 
The relevant supply chain leader (a representative of the company executing the works) should summarise the work areas and activities being conducted on shift, including any key risks. 
It is important that people are aware of their tasks for the day and the links to key risks. Work interfaces and arrangements in place must be identified to ensure there are no clashes. Permits to work and who should check, follow and sign onto these must also be detailed.
	Daily
	Section supervisor
Supply chain leader

	9. Applicable FSRs, SERs and controls measures

	9.1
	The topics to present are:
The applicable Fatal and Severe Risks (FSRs) and Severe Environmental Risks (SERs) for the work areas and activities being undertaken on shift. 
Planned health, safety and environment assurance activities (such as inspections, FSRs, SERs and safe work method statement [SWMS] reviews) that will be occurring during the day. Discuss something topical that is aligned with one of the three Rethinking Safety through Inclusion + Wellbeing pillars.
	Daily
	Health & Safety/ Environmental
Supply chain leaders

	10. Rethinking Safety through Inclusion + Wellbeing

	10.1
	The section supervisor will ask for an Inclusion + Wellbeing  moment from those present; this should be topical to the location and group.
This should be effectively supported by ‘Why?’ and ‘So what?’ types of questions.
	Daily
	Section supervisor

	11. Safe start (stretches)

	11.1
	Finish with some stretches.
	Daily
	Section supervisor
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