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The following are key guideline procedures for effective, overall site administration:

1 SITE COMMUNICATIONS

The control of communications to and from site is to be in accordance with the following guidelines:

· Correspondence is to be controlled in terms of the Site Document Control Procedure PDP211

· Drawings are to be controlled and issued to site as per procedure PDP112.

· The use of telephones, faxes and e-mails is to be administered in accordance with guidelines set by the Construction Manager and existing ATD procedures.

2 SAFETY

· Site work is to be administered by the Loss Control Officer in accordance with Safety Management on Construction Site Procedure PPP513 

3 SITE SECURITY

The Construction Manager and Loss Control Officer are responsible for the managing of security matters on site during the construction phase.  The Construction Manager may, if required, utilise the services of a contract security company to man and control access points and to implement site security regulations pertaining to:

· Identification cards

· Access control in general

· Perimeter security

· Vehicle authorisation

· Movement of construction material and equipment to and from site

· Safeguarding of property and equipment

· Alcohol/illegal substances

· Weapons

· Any other matters pertaining to site security

4 SITE COST CONTROL

Site Cost Control administration is to be in accordance with Site Cost Control Procedure PPP521

5 SITE QUALITY CONTROL

The Quality Management system is to be set up in accordance with Site Quality Control Procedure PQP212 and administered and monitored by the Project Quality Manager.

SITE ENVIRONMENTAL MANAGEMENT

The Environmental Management plan is to be administered in terms of Procedure PPP514 and specifically in relation to the following site matters:

· Waste removal

· Waste dumping

· Borrow pits

· Conservation of flora and fauna

· Conservation of water resources

· Control of environmental pollution

6 ACCOMMODATION CAMP ADMINISTRATION

The day to day administration of all accommodation facilities is to be governed by ATD procedures in terms of safety, health, security and environmental matters.  The Contractor will remain responsible for adhering to all the above procedures in managing his Accommodation Camp.

7 SITE MATERIALS CONTROL

The delivery, off-loading, storage and issuing of capital store materials is to be in accordance with the Site Materials Control Procedure PPP525.

8 MEDICAL SERVICES

This will be site specific.  As a minimum, all sites will require medical facilities in terms of Safety Procedure PPP513.  In addition, remote sites will require manned facilities for medical treatment, together with established medical evacuation procedures.  The administration of these facilities will be carried out by suitably qualified site personnel who will report to the Construction Manager.

9 SITE PERSONNEL ADMINISTRATION

The Construction Manager will establish on-site procedures for the following:

· Site Personnel Management including working hours, pay and leave arrangements

· Site specific accommodation and travel arrangements

· Visitor accommodation and transport

10 SITE HOUSE KEEPING

The Construction Manager will monitor the Contractor’s management of day to day site housekeeping in terms of the appropriate ATD procedures and contractual requirements.

11 SITE VEHICLES

The Construction Manager will administer the policy concerning site vehicles used by the ATD construction staff with regards to:

· Allocation of vehicles

· General use of vehicles

Each vehicle will be allocated to a Responsible Person who will in return be responsible to the Construction Manager for:

· Ensuring that maintenance procedures are followed

· Fuel usage is correctly controlled

· Accidents are reported

· Ensuring that any driver of the vehicle has a valid drivers licence

In general, vehicles are to be used as prescribed in the Safety Management Procedure PPP513.

12 SITE RECORDS MANAGEMENT

Site records are to be kept of general day to day activities, including:

· Weather conditions (weather station required)

· Site visits by non-construction staff

For contract management purposes, records will be kept of the following:

· All contract documents

· Construction progress – the status of the project against the master construction programme.  Periodic site photographs are to be taken

· Delays – where, why and when

· Contractor labour strengths

· The flow of drawings and technical information to Contractors

· The issuing of all correspondence to and from Contractors

· Equipment/materials arrival dates

· Contractual site instructions, contract variation instructions

· Payments to Contractors

13 PROGRESS REPORTS


Each Discipline Engineer will be required to submit written progress reports to the Construction Manager at an agreed time and format.  The Construction Manager will co-ordinate all progress reports and completion forecasts and will compile an overall Project Progress Report for issue to the Project Manager.

LOCAL AUTHORITY/GOVERNMENT AGENCY LIAISON

A site managed procedure is to be in place to co-ordinate the input from local authority and government officials with regards to the following:

· Compliance with local authority regulations governing construction, traffic by-laws and loading/off-loading areas

· Provision and connection into existing Municipal electrical, water and sewer services

· Environmental issues and Public Health requirements

· Special labour law requirements and work permits

14 SITE MEETINGS

The format of site meetings will vary according to the type of project.  The following are guidelines with regard to the type of meetings required to ensure adequate and effective construction management on site.

14.1 Construction Progress Meetings

The purpose of these meetings is to discuss:

· overall construction progress

· delays

· overall contractual matters

· overall site administration matters

These meetings will be chaired by the Construction Manager and will be attended by the full ATD Construction Management Team as well as the Contractor Management Team.

14.2 Construction Technical Meetings
The purpose of these meetings is to discuss:

· construction progress for an individual technical discipline (e.g. Architectural – 
housing, Civils – roads, water pipeline, etc.)

· delays

· technical/construction matters pertaining to an individual technical discipline

These meetings will be  chaired by the Construction Manager or delegated to the responsible Senior Discipline Engineer and will be attended by the appropriate Senior Discipline Engineer, the Senior Contract Administrator/Quantity Surveyor, the Site Project Planner and the Contractor.

ATD Construction Team Liaison Meetings

The purpose of these meetings is to discuss:

· in-house site procedures

· overall project implementation and progress

· liaison between the various technical disciplines

These meetings will be chaired by the Construction Manager and will be attended by the full ATD Construction Management Team.

14.3 Plant Commissioning Meetings

The purpose of these meetings is to discuss all aspects pertaining to the Commissioning and Handover of the plant to the Client.

The Construction Manager will chair these meetings which will be attended by the Client Representative, the responsible Senior Discipline Engineer, the Senior Contract Administrator/Quantity Surveyor, the Project Site Planner and the Contractor’s Team.

14.4 General Meetings
Ad Hoc Construction meetings can be called as and when deemed necessary by the Construction Manager to deal with contractual disputes, delays, technical problems and any other unforeseen circumstances affecting the progress of the project.

APPENDIX A  :  RELATED DOCUMENTS
PDP112
:
Procedure for Document Copy Requirements

PPP513
:
Safety Management on Construction Site
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