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H&S ADVISOR - PROJECT HANDOVER RECORD
CDFR20-20

	This checklist provides a recommended agenda and supporting actions that must be completed prior to handover of a project between Health & Safety Advisors.
This is to be completed by the current H&S Advisor in conjunction with the new Advisor, in preparation for handover and return to the regional Health & Safety Manager for sign-off.

	PROJECT DETAILS:

	Project / Client No.
	
	Change Effective From:
	

	Current Advisor:
	
	New Advisor:
	

	Project Status:
	
	Construction End Date:
	

	KEY SITE PERSONNEL:

	Site Manager:
	
	Project Manager:
	

	Site Engineer:
	
	Construction Manager:
	

	Quality Advisor:
	
	Environmental Advisor:
	

	3rd Party (if applicable):
	
	WLPM (if applicable):
	

	Client PM:
	
	Client CS:
	

	Action
	Complete

	Overview of the project’s scope and projects H&S performance, incl. any trends observed?
	

	Site Walkaround completed with both advisor’s present?
	

	Introduction to site personnel provided?
	

	Inspection actions and previous month’s report shared / reviewed?
	

	Details of any unresolved health and safety issues?
	

	Mitigation measures in place for any outstanding risks?
	

	A timeline for addressing the unresolved issues?
	

	KPI actions – this month’s Monthly Inspection Completed / Booked in (invites forwarded?)
	

	Key documentation shared?
· Construction Phase Plan   ☐                          -     Fire RA   ☐
· RAMS & RAMS Register   ☐                          -     COSHH Register / Assess.   ☐
· Intuety  ☐                                                        -     Emergency Contact Details   ☐
· Temporary Works Register / Folder   ☐          -     Training Records   ☐
· Permits   ☐     -     SafeStart Cards / POWRA   ☐
	

	Organogram updated with new H&S Advisor named and issued for approval?
	

	Access and review of necessary systems, filing structure and project data? (SharePoint,
ActivSHEQ, BIM 360, ProjectWise?
	

	Upcoming Project Meetings, invites forwarded & overview provided?
	

	Project team (incl. Design, PM, Site, SHEQ, Customer & Client) informed of the change?
	

	Correspondence and ongoing actions shared?
	

	List any major risks that need to be communicated: (e.g. Chlorine gas, buried services
(critical assets / MAH Pipelines etc.) programme, resource, behavioural, high-risk activities.
	

	Comments:
	

	Date Handover Completed:
	
	Signed (Current Advisor):
	

	Signed (New Advisor):
	
	Signed (H&S Manager):
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