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• Issue F10 to HSE web portal. 

• Email returned copy from 

HSE for Client to sign and 

return. 

• Log Existing info in PCI Log 

(D1) 

PROJECT  

ENQUIRY 

• Details to be passed to Account 

executive or Principal CDM C. 

• Executive to liase with Principal 

CDM C for technical 

information input. 

• Enquiry into the format and 

number of required meetings, 

H&S Files and formats, 

timescales, etc. 

 

• Cost & scope of 

deliverables to Client. 

Additional Services: 

• C&R Checks 

• Pre Tender Interviews 

• Site Safety Audits 

• SWMP services 

• Asbestos 

• Legionella, etc 

ACCEPTANCE OF FEE 

PROPOSAL 

• Get info for provisional F10.  

• Communicate with project team 

to introduce yourself and 

request information. 

• Advise on C&R issues (add cost). 

• Request info from Client on 

exiting H&S Files, surveys, etc. 

• Enquire as to approved 

Contractors list. 

• Enquire as to any Client H&S 

Standards. 

• Advise on outstanding 

surveys/information. 

• Attend meeting if on fee bid. 

• Issue HSE PDF ‘Having 

Construction Work 

Done?’ to Client on email 

introducing the allocated 

CDM C(s). 

 

• Issue Clients duties PDF to 

Client and ring to introduce 

yourself and explain roles. 

 

CLIENT BRIEF 
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DESIGN PHASE 

• Establish PCI using tracker and 

allocate information owners. 

• Request safety information from 

design team (using internal form 

if design team don’t have own). 

• Review existing information from 

Client/team and advise on 

outstanding surveys required. 

• Review designs and advise design 

team on design risk management. 

• Advise on asbestos information 

and further survey requirements. 

• Establish what is to be tendered 

and when if split phased project. 

• Review design prior to tender to 

finalise PCI content from existing 

information and designers 

information. Highlight any 

outstanding surveys or designers 

safety information in the PCI for 

issue. 

• Attend design stage meetings as 

per initial fee bid agreement. 

• Hold CDM workshop if deemed 

necessary (offset from meeting 

attendance). 

• Compile PCI information using 

tracker. 

• Revise F10 if required. 

• Request further design 

information changes as 

applicable. 

• Hold CDM Workshop if 

necessary. 

• Attend meetings. 

• Compile PCI using internal 

model. 

• Issue PCI for QA and 

subsequent issue. 

 

Additional: 

• Refurb/Demo surveys 
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TENDER 

PREPERATION/ 

ISSUE 

• Contact project team for last 

minute design/procedural 

changes. 

• Review durations/phases, etc 

against current F10. 

• Review PCI in order to ensure it 

covers tendered elements if not 

full project. 

• Enquire as to approved 

Contractors list if held by Client to 

ensure suitable PCs for project. 

• Communicate with QS to clarify to 

whom and what format the PCI is 

required in. 

• Attend meeting if included in fee 

bid. 

• Revise F10 if required. 

• Issue PCI for QA if revision 

required and subsequent 

issue. 

 

Additional: 

• C&R Checks; 

• Pre tender Interviews. 

TENDER 

EVALUATION/CONTRACT 

AWARD 

• Review C&R information (if 

required, additional). 

• Review any proposed design 

changes by contractors, change PCI 

if necessary. 

• Request copy of the Construction 

Phase Health and Safety Plan. 

(CPP). 

 

• Revise F10 to include PCs 

details and changes. Issue to 

PC for display. 

• Issue revised PCI for QA and 

subsequent approval. 

• Review CPP using internal 

review form. 

• Issue CPP comments back to 

PC for 

consideration/incorporation 

• Issue approval/rejection to 

Client accordingly. 
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CONSTRUCTION PHASE 

• Maintain contact with project 

team for ongoing scheme progress 

and possible design changes. 

• Attend meetings as per fee bid. 

• Meetings not covered by fee bid 

are only to be attended with prior 

consent by Principal CDM C. 

• Monitor progress of O&M 

compilation by PC and agree 

timelines for the provision of 

information. 

• Begin to compile draft H&S File 

using internal model or Client 

specific. 

• Prior to PC review O&M/As Builts 

etc for final issue of H&S File (draft 

if not all available). Highlight 

outstanding information. 

• Design change 

correspondence. 

• Tracker for H&S File 

information. 

• Review O&M information 

prior to PC. 

• Issue draft H&S File for QA 

and subsequent issue to 

Client. 

Additional: 

• Site safety Audits 

PRACTICAL COMPLETION 

• Draft/Final H&S File issued to 

Client for PC or within time frame 

as predetermined by Client. 

• Attach H&S File receipt for 

signature upon delivery/issue. 

• H&S File issued for QA and 

subsequent issue. 

• Ensure H&S File receipt is 

received. Scan and add to 

project folder as a record. 

• Ensure list of outstanding 

information is included. 

PROJECT END 
• Principal CDM C to contact 

Client for feedback. 

• Feedback reviewed for 

records/investigation/ 

appraisals as required. 
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New Draft Documents proposed: 

• New PCI Information tracker; 

• New PCI; 

• New CPP approval sheet; 

• Standardised CPP approval email; 

• New H&S File format for where there is no Client specific/approved format/template. 

 

New processes: 

• Establishment of an internal QA process; 

 

Changes needed: 

• Greater team work (both internally and better with external stakeholders); 

• Better communication; 

• More rigid reporting structure and chains of communication, including responsibilities and 

overlaps generally; 

• More transparent resource requirements (existing diaries).  Justification if needed and 

transparency to the business.  

 


