[image: image1.jpg]


[image: image2.jpg]




[image: image3.jpg]Jeff;%on Lab



Pre-Job Brief Checklist

The location of the Pre-Job Brief should be as close to the work location as possible to make evident the configuration of the space, the conditions in which the work is to take place, and any co-location of work.

The Pre-Job Brief should provide employees with expectations and guidance relative to the job task assigned.
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Scope of Work

· Project or Task Deliverables
· Project or Task Timeline
· Completion Expectations
Hazard Identification

· Pre-job hazard assessment
· Ask questions to determine if all hazards have been identified
· Verify identified hazards are captured in the work control documents
Procedures, Protocols and Controls

· Review applicable procedures, protocols, or controls
· Verify all team members understand procedures
· Review applicable work controls documents and permits
· Review emergency response plans, stop work and back out procedures
Role Clarification

· Tasks clearly assigned to each team member with defined roles and responsibilities
· Each team member knows where their role fits in within the team and task
· Team leader provides opportunity for feedback and open discussion
· Discuss how information should be communicated and who to contact in case of emergencies
· Emphasize individual responsibility for safety and adherence to safety protocols
Training and Competency

· Ensure all team members have completed necessary safety training
· Verify that team members have the skills and competencies required for their roles
· Check that all necessary certifications are up to date.
Record Keeping

· Document the pre-job brief
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