

Pre-Event Information Sheet – For contractors
	The Event



	Date
	

	Times
	

	Location
	

	Description
	

	Construction Works
	

	CDM Roles



	The Client –

Normally the event Organiser
	Name and contact details

	The Designer

Normally your production Manager
	Name and contact details

	Event Information



	Site Induction
	This simply means that contractors arriving on site should report to a certain person at a specific time, so they can be given some basic housekeeping regarding the site and any issues that have been identified.

	Work timescales
	This just lets contractors know when they can work from and to on

	Communications
	If you want to give your contractor specific instructions as to what to do at certain times, make sure they are written down and this will avoid confusion or mistakes

	Site Security
	Let contractors know whether you have on site security They should still be aware even if you have security that their own equipment is left at their own risk and that is must be made secure if left unattended in line with their risk assessments and procedures.

	Welfare Provision
	Toilet facilities should be available for staff and contractors to use throughout the build and they should be made aware of where these are located.

	Waste Management


	Contractors should be made aware that they need to leave the site in the same condition as when they arrived. There working area to be kept tidy at all times, with any packaging/surplus materials removed from site as soon as possible.

	Health & Safety Arrangements



	Fire Precautions
	While contractors are responsible for managing their own fire risks as per their Risk Assessments, they should still be made aware of the site/event evacuation procedure

	Traffic Management
	The traffic management plan should be shared with all contractors, this should also include things like:
· Construction traffic not to exceed 5mph

· Hazard lights should not be used

· Loading and unloading should be carried out in a safe area or using a banksman

	Parking and Storage
	Where vehicles should be stored on site

	First Aid
	Where first aid is located on site

	Accidents
	How to report an accident or near miss

	PPE
	What PPE needs to be worn on site
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