Construction Meeting Minutes

Date: 08/06/2020
Time: 7:00am
Job site: 207 Bellmere Lane, Redlynch
Chair: Nathan Weiss 
Attendees: Kurt, Adrian, Jake and Nick

Title: Set up of driveway and footpaths around the house
Speaker: Nathan Weiss 
Notified team that todays task would be the set up of footpaths around the house along with the set up of the driveway ready for concrete

Title: Summary of tasks involved
Speaker: Nathan Weiss
· Cutting the curb with the demo saw for the driveway
· Removing the curb with the excavator along with any extra digging required to get the right heights for the driveway and footpaths 
· Forming up all the driveways and footpaths
· Laying plastic in all areas 
· Drilling dowels into the existing slab to key the pathway into the building to prevent movement
· Laying mesh in all areas and then tying together 
· Chairing all the mesh and providing height pins for the concreters
· Calculate quantity of concrete required and let the concrete plant know
Title: Task allocation
Speaker: Nathan Weiss
Discussion was created within the team to work out roles for each team member
· It was decided that Kurt, being the only qualified machine operator would do any work required with the excavator
· Adrian, Nick and Nathan to work together and start forming up the footpaths, providing Nick the 2nd year apprentice an opportunity to learn off experienced carpenters.  Nathan to be available to help other team members, Jake and Kurt if required.
· Jake to start with cutting the curb for the driveway. Jake and Kurt to mark out where the curb had to be cut out.
Title: Individual responsibilities to meet team deadline
Speaker: Nathan Weiss
· Nathan outlined to team that we would be pouring concrete on the 11/06/20 so we would have 3 days to completely set everything up ready to pour concrete
· Kurt’s’ goal is to have all the work completed on the excavator, so he is able to assist tomorrow with other tasks
· Jake to have the curb cut and pulled out by 10 am, and then assist with forming up the footpaths
· Adrian, Nick and Nathan agreed we would aim to have the formwork of the driveway completed by the end of the day along with at least ½ of the footpaths around the house.
· Nathan and Kurt to measure up the quantity of concrete required and confirm to the concrete plant.
Title: Safety 
Speaker: Nathan Weiss 
· Team discussed safety onsite and ensured we were all wearing the correct PPE. Attention was brought to be mindful of the excavator and to stay clear where possible or within clear view of the operator.

Meeting Close: 7:16am
























END OF DAY REFLECTION
OVERVIEW:
Throughout the day I checked on the progress of each of the team members ensuring they were on track to reach their goals for the day. We also had the option of working extra hours if required to reach our goals which all the team members were happy to do. ‘

Problems encountered:
A problem was encountered after lunch, before plastic was to be put down as we did not have the 100mm required in the middle of the driveway for concrete. 

Resolution: 
Kurt, Jake and I rectified this by running a string line from formboard to formboard to check the heights across the driveway and marking any high spots. Kurt was then able to use the excavator to remove any dirt required to achieve the 100mm required before plastic could be laid.

I was also contacted from Matt (Management) who let me know that the clients wanted an additional section of footpath added which was not a part of the original plan. This message was then relayed through to the team, so everyone was aware.
At the end of the day I checked the progress of the team and was happy that the team had fulfilled their goals and we were on track to have the task completed by the deadline. I thanked everyone for their effort today and let them know to return at 6 45 am in the morning to finish the set up.





