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Description automatically generated][image: ] Project Site Folder / Box Content Checklist
	Site Folder

	Item / Information
	Yes / No
	Comment (If Required)
	Page #

	Core4 Project Site Folder Title Page
	☒	
	

	Project Site Box Content Check List
	☒	
	

	Core4 Project Section Title Page
	☒	
	

	Job task List
	☒	
	

	Gantt Chart
	☒	
	

	Scope of Works Documents
	☒	
	

	Project Drawings / Documents
	☒	
	

	Structural Engineering Report
	☐	
	

	Asbestos Containing Materials Report
	☐	
	

	A3 Floor Plan with Structural Report Photos
	☐	
	

	Energex Safety Advice Form
	☐	
	

	Core4 OH&S Section Title Page
	☒	
	

	Safety Management Plan (SMP)
	☒	
	

	Include Site Specific First Aid Info
· Closest Hospital (Page 16)
· Updated Floor Plan (Insert between Page 15 & 16)
	
	
	

	
	☐	
	

	
	☐	
	

	Signed Off By All Contractors and Employees (Page 33-44)
	☐	
	

	List Of Our First Aid Trained Staff
	☒	
	

	Site Sign-In QR Code
	☐	
	

	Created by Jordan or David
	
	
	

	Updated A3 Floor Plan x2 (+1 A4 For SMP)
	☐	
	

	Retrieve Floor Plan From Client
Modify to include the below:
· Emergency Exit Routes
· Assembly Points
· Fire Safety Equipment
· Site Box Location
· “You are here” location
· Other Floor Plan Locations
· Site Office Location 
	☐	
	

	
	☐	
	

	
	☐	
	

	
	☐	
	

	
	☐	
	

	
	☐	
	

	
	☐	
	

	
	☐	
	

	Emergency / Site Signage (Laminated)
	☒	
	

	On-Site Pre-Start Tool Box Meeting x5 (Minimum)
	☒	
	

	SWMS
	☒	
	

	· Signed off by OH&S
	☐	
	

	· Signed off by Project Manager
	☐	
	

	· Signed Off By Employees & Contractors
	☐	
	

	· SWMS effectiveness reviewed onsite within 2 days of commencement
	☐	
	

	SWMS Risk Matrix
	☒	
	

	First Aid Cheat Sheets
	☒	
	

	· Resuscitation Flow Chart
· CPR Guide
· Choking Management Flow Chart
· Asthma First Aid Plan
· Anaphylaxis First Aid Plan
	☐	
	

	
	☐	
	

	
	☐	
	

	
	☐	
	

	
	☐	
	

	MSDS Retrieval Instruction Manual
	☐	
	

	Fosroc Product Specification Report
	☐	
	

	Vector Galvashield XP One and Done SDS 
	☐	
	

	Fosroc Dekguard E2000 SDS
	☐	
	

	Fosroc Nitobond HAR SDS
	☐	
	

	Fosroc Nitoprime Zincrich SDS
	☐	
	

	Fosroc Renderoc HB40 SDS
	☐	
	

	Incident Report Form x3
	☒	
	

	Contractor Sign-In Register
	☒	
	

	Core4 Receipts and Invoices Section Title Page
	☒	
	




	Site Box
(Check previous site boxes prior to any purchases)

	Item / Information
	Yes / No
	Comment (If Required)

	First Aid Kit
	
	Use site supervisor’s vehicle site box
Asset Code:

	PPE
	
	

	Disposable Dust Masks (1 Pack)
	
	

	Disposable Packs (1 Pack)
	
	

	Reusable Gloves (3 Pairs)
	
	

	Sunscreen (x1 Large Pump Bottle)
	
	

	High Vis Vests (x 3)
	
	

	Safety Glasses (x3 Pairs)
	
	

	Ear Plugs (1 Pack)
	
	

	Fire Extinguisher & Blanket
	
	

	Fire Warden Vest
	
	Core4 Vest with “Fire Warden” written in sharpie

	Fire Warden Hard Hat
	
	Hard Hat with “Fire Warden” written in sharpie
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