[bookmark: _GoBack]NREL Plan of the Day and Daily EHS Activity Briefing 
Instruction and Form

The work you perform for NREL is important!  Every construction project supports our mission to the Department of Energy (DOE) and the country.  DOE entrusts NREL to ensure all operations are performed safely.  This applies to laboratory operations and work performed by our subcontractors.

The Site Operations Project Management Engineering and Construction (PMEC) Group and the Environmental Health & Safety (EHS) Staff are your partners.  Excellent communication is critical to the success of this partnership and the partnership you share with your workers and lower tier subcontractors.  NREL has found that one of the reoccurring causes for safety violations is inadequate communication between work groups.  These communication breakdowns typically center around the requirements and expectations identified in our Construction Environmental, Health and Safety Manual.  However, we believe that Daily EHS Activity Briefings and Plan of the Day (POD) Meetings are the most effective way to communicate to the workforce the importance of safety and the hazard controls associated with the work.  The attached tool has been developed to provide structure and facilitate your documentation of both. 

Section 1 of this form shall be completed and submitted via email attachment (with a unique file name) to NREL by 1PM (a minimum of one business day preceding the work).  The NREL PM shall provide you with the list of NREL personnel to be included on POD email distribution list.  Any conflicts or concerns with the planned work shall be communicated to you by NREL that same day.  A POD meeting is required for every construction project, each workday, and shall be attended by the workers involved. This shall be conducted by the Superintendent or Safety Officer in a way that allows worker participation and feedback.   The saying “plan the work and work the plan” applies.  The POD must clearly identify the definable work features and capture the Activity Hazard Analysis (AHA), special permits/precautions, hold points, fall protection requirements and lockout/tagout requirements.  The POD meeting must be documented along with workers signatures on a daily basis (see Sections 1 and 4).  The specific requirements for the POD meeting are identified in section 5.3.2 of the Construction EHS Manual.    

In addition, a Daily EHS Activity Briefing (see Section 2), shall be provided to the workers.  The daily briefing will communicate the key safety points identified in the checklist and may dovetail into an optional topic specific tailgate safety training (captured in Section 3).  The pursuit of safety excellence and that all workers have the “authority to stop work” shall be reinforced during the briefing.  The briefing must include a sign-in sheet, documenting the signatures of all workers attending the briefing.  However, the briefing and signatures can be captured on the attached form (Sections 2 and 4 respectively).  The fully executed form (all sections completed) shall be maintained in your Weekly EHS Report.  The specific requirements for the Daily EHS Activity Briefings and the Weekly ESH Report are identified respectively in sections 5.3.1 and 5.4.1 of the Construction EHS Manual.   

You may choose to organize the Daily Briefing and POD Meeting in the way that works best for your company, but it must include an emphasis on work planning and hazard control.  This shall also take into consideration your project specific Construction Environmental, Health & Safety Plan (CEHSP) and related Activity Hazard Analysis (AHA) forms and other related work plans as required.









NREL POD DAB 20160602
	Section 1                                                                                   PLAN OF THE DAY and DAILY EHS ACTIVITY BRIEFING

	NATIONAL RENEWABLE ENERGY LABORATORY
Submit Section 1 to NREL by 1PM (a minimum of one business day preceding the work) and maintain the fully executed form with your Weekly EHS Report

	TODAY’S DATE:
	


	CONTRACTOR:
	


	NREL personnel included on POD email distribution list:  





	PROJECT:
	


	SUPERVISOR:
	


	

	
DATE OF PLANNED WORK ACTIVITIES _________________________________

	WEATHER FORECAST
	
	TEMP FORECAST
	

	Weather Dependent 
	Yes / No
	Temp Dependent 
	Yes / No

	DETAILED DESCRIPTION OF PLANNED WORK ACTIVITIES
	CONTRACTOR
	NREL ACCEPTED AHA?
 Yes / No
	AHA REVIEWED W/ WORKERS?
Yes / No
	NREL PERMIT REQ?
Yes / No
	HOLD POINT?
Yes / No
	CFHA REQ? Yes/No
	LOTO REQ? Yes/No

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Has the scope changed since planned?
	YES
|_|
	[bookmark: Check3]NO
|_|
	EXPLAIN CHANGE:
EXPLAIN HOLD POINT:
Electrical inspection |_| Utility Locate |_| Smokes |_| Alarm |_| AHA review  |_| Other |_|__________
 

	Has the AHA been revised due to changes?
	YES
|_|
	NO
|_|
	N/A
|_|
	




	Section 2                                                                                                       DAILY EHS ACTIVITY BRIEFING 

	Reviewed previous days incidents, near misses, lessons learned and/or other relevant EHS issues
	YES
|_|
	NO
|_|
	N/A
|_|
	Reviewed required equipment/system inspections
	YES
|_|
	NO
|_|
	N/A
|_|

	Reviewed AHA for any new activities
	YES
|_|
	NO
|_|
	N/A
|_|
	Reviewed any changes in work practices or environmental conditions
	YES
|_|
	NO
|_|
	N/A
|_|

	Reviewed pre-task plans for elevated work and fall protection
	YES
|_|
	NO
|_|
	N/A
|_|
	Reviewed any new or modified site wide procedures or requirements
	YES
|_|
	NO
|_|
	N/A
|_|

	Reviewed pre-task plans for electrical work (50 VAC or more), including the Method of Procedure (MOP) for lockout/tagout
	YES
|_|
	NO
|_|
	N/A
|_|
	Identify other ongoing activities that may have project EHS implications or may impact NREL operations
	YES
|_|
	NO
|_|
	N/A
|_|

	

	Section 3                                                                                                  Tailgate Safety Training – (optional)

	Please identify the topic or topics of any tailgate trainings conducted:



	Section 4                                        POD REVIEW MEETING, DAILY EHS ACTIVITY BRIEFING and TAILGATE SAFETY TRAINING ATTENDEES

	NAME
	COMPANY
	NAME
	COMPANY
	NAME
	COMPANY

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



