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What is a Project document-

There are two key words:
* Project
* Document

A project refers to a specific undertaking or venture that is to be
carried out within an identified #ime frame.

A document is a record of information relating to a particular
subject or matter.



A project documentis a record of
information about a venture or
undertaking. This type of document:

O Is descriptive(background, and type of project)

O Outlines the process of implementation

4 Is analytical (context and conditions influencing the project and
tracking mechanisms)

O Identifies risks, challenges and benefits)

1 Identifies cost and possible sources of funding.



Why A Project Document Is
Required

(] As proof of understanding about what is to be done

O Evidence of commitment to undertake the venture in

view of risks and challenges.

] Appreciation of the cost dimensions and acceptance to

work within the agreed costs

1 Measuring tool



When is a project document
required-

dWhen a project is conceived/create

As an attachment to support proposal for

financial assistance

1 As evidence that a project is feasible



Is Document necessary?

JYes!

_As a reference point regarding the
project

1Provides information about the project

IServes as reference for preparing other
project documents



Steps in preparing a project
document

A project document must Iinclude the following

headings:

1. Project Objective

v" Project development objective (what the project

seeks to doj;

v' Key performance indicators(sets out the indicators
to be used to measure and monitor the project

outputs and long term outcomes)



2. Project description

v
v

project components and sub-components

Key policy and institutional reforms supported by the
project

Financial management arrangements

3. Project rationale

v
v

Significance of the project

Relate the significance to other projects that have
been conducted

Lessons learn and how these are reflected in the
project design



4. Cost

The funds required .

5. Sustainability and risks

v' Sustainability: indicate the long term
sustainability of the project.

v" Risk: identify the critical risks (i.e. these reflect
the failures of the critical assumptions related
to the project)



6. Monitoring, reviewing and Reporting

/7. Annexes: any document that is
relevant to the project to which reference

IS made in the document.



Documentation of Construction
Progress

* Daily Report
 Weekly Report

* Monthly Report

e Variation Order



Documentation of Safety
Hazards & Violations

SITE SAFETY PLAN JOB HAZARD ANALY SIS - EXAMPLE

JHARev# 0 |Jnh or Operation Title: Example

Location Job Address Employees (Subs
Sikorsky Aircraft Corporation G900 Main Street, Stratford, CT Example

Date JHA Performed Team Performing JHA Verified By
Example Example Example

Special or Primary Hazards Confined space, electrical shock, dust generation, power tools

Scope of Work Install a flow  womitoririg device in manhole by Cal. K20

Personal Protective Equipment Retrieval equipmentand 4-gas meter, steel-toed boots, safety glasses. nitrile gloves, work
gloves, Hard Hat, Tyvek Suit

Basic Job Steps Existing and/or Potential Hazards Corrective Measures/Controls
Loading & unloading equipment Shp. tnp, and fall, injury dunng lifting Use appropnate ifting technigue
Wear steeltoed boots
Traffic control (vehicular & pedestran) - Collisions with equipment, fall'tnps into trenches | - Set up cones and caufion tape around manhale

& manhales, cloge aquipment-human working area | area priof to apening manhole
=Be aware of equipment operating range within
indoor (confined) work spaces

Mobilize matenals & squipment / Rigging - Matenal handling & aquipment mavement - Rig with positive connections & provide spotter
Treatment System Equipment - Stay clear of lifted loads
Enter Confined Space - Asphyxiant and combustible gases -Use of confined space entry permit

-Slips. Tnps, Falls -Use tether for confined space entrants

- Monitor air quality with 4-gas mater

- Always have a supervisor and attendant prasent
and attentive dunng confined spaces

Electrical Equipment and Tools -Senous injury from dnll -Wear work gloves and steel toed boots when
-Electncal shock operating drill
- Keep all body parts away from dnll during
operation

- Use ground fault circuit intermupter on electrical
cords including axtension conds

Ciust Generation - Dust in breathing zene during dnlling -Use a vacuum equipped with a HEFPA filter
dunng dnlling 1o prevent arbome pariculates




E E ‘First Day’ Health, Safety and Security Induction Form

This is not an exhaustive document. Inductions must address issues which are specific to each department and each position.)

Inductee’s Name: Position:
Department: Manager's Name:
Site: Date:

The BBC is committed to providing a healthy, safe and secure environment in which to create and broadcast great
programmes and content. This document outlines key points to ensure that new employees can keep themselves and
others healthy, safe and secure while working for the BBC.

Please complete the following checklist making sure you have understood all information and taken action where
necessary. Your Line Manager will be able to give you advice, particularly regarding the provisions and procedures in
your work environment.

Furthermore, the Health & Safety Essentials section on myRisks Information should also be read.

Key:
Important information
Manager is required to provide advice regarding local arrangements
Action is required by the inductee (e.g. mandatory training)
Understood / Actioned?
Responsibilities for Managing Occupational Risk Yes No
0 Employer’'s Responsibilities: v v

The Director General is ultimately accountable for all aspects of safety at the BBC.
Responsibility for safety is then cascaded down the management structure. All managers
are responsible for ensuring that safe systems of work are established, maintained and
implemented by all staff in their area. |:| |:|

0 BBC Safety v v

BBC Safety provide specialist advice and support across the BBC and monitors
compliance with Health, Safety, Fire, Security and standards. Further information can be
found on myRisks.

<«
«|J

0 Safety Advice Line

Should you need advice on any aspect of managing health, safety, security or fire related
risks in your work for the BBC, contact the Safety Advice Line:

Tel: 08704110464 (extension 0464)
Email: ask.al@bbc.co.uk

0 Occupational Health

Occupational Health offers advice to all staff regarding work-related health issues and
travel: Occupational Health Information
The BBC has a confidential counselling service to support individuals and managers:

Information about confidential counselling for individuals and managers
Tel: 0800 269616

If work is causing or affecting ill-health, you need to inform your manager and seek advice
from or be referred to Occupational Health.

Managers can refer staff to Occupational Health by calling:
Tel: 0800 082 8080

O U« |0
0 |Uj«|0

« O
« 0

@ Health & Safety Co-ordinators

Some areas of the BBC have Health & Safety Co-ordinators who are responsible for co-
ordinating and monitoring Health & Safety arrangements within their team.

You need to be made aware who the Health & Safety Co-ordinator is in your area. |:|

-0



Job Safety Analysis

Number: Activity/ task name: Location:
Developed by: Date:

Approved by: Date:
Consulted with: I review:

Description of Activity/ Work Task

Statutory & Non

Describe what this JSEA covers, the purpose of the task etc:

Who is at risk? [Tick relevant answers]

[:l Staff

Potential Environmental Hg

DAir pollution (dust &
fumes)

DNoise Pollution

List all rg ice, standards and guidance notes

| Clother

DSpills to water Ebestos

DOther: DOther

DWork at heights DManuaI Handling
|_lconfined Space DLight/ dark [_]Hot/ cold
- . [Clpressure/ stored
Dlgnmon sources Dchemlcal Encrgy
DOther

Hazardous Chemicals [List any hazardous chemicals to be used - Attach
MSDS/SDS]

Fire/ Emergency Equipment Requirements [e.g. fire extinguisher, rescue gear
etc]

1l 2.

1

3. 4,

2.
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Construction Photographs
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Construction Photographs
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Pouring concrete or pipe rack coiumn

Unicading stesf material

Column erection P1 & P2




Thank You for your attention



