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Barker Ref: PXX-XXXX
School Name – Trust | Solar PV Installation
1. Introductions
· Appointments, personnel, Roles and responsibilities

2. Project Description
· Description & Scope of Works
· Structural
· Electrical
· Data Works
· Other

3. Programme
· Commencement and completion dates
· Witnessing & Commissioning
· Risks

4. Required Project Information
· Fixed Wire Test / EICR
· Asbestos Management Survey
· Fire Risk Assessment & Evacuation Plan
· Site Validations
· DNO Application
· Building Shutdown / Isolation
· Roof Warranties
· Man Safe Systems / Edge Protection
· Lightning Protection

5. Contract Administration
· Contract Sum: 
· Contract Documents
· Insurance – Contractor / Employer / Designers
· Site Meetings & Minutes
· Instructions & Variations
· Valuations & Certificates
· Cashflow Forecast

6. Contractor's matters
· Possession, Access, Parking
· Occupied Site
· Site Restrictions & Rules
· Site Security & Signing In
· Security and Protection
· Compound & Facilities
· Storage & Delivery of Materials
· Scaffolding
· Statutory Undertakers
· Services – Existing & Temporary
· Signboards
· Working Hours
· Contractor's quality control policy and procedures
· Long Delivery Items
· Specialist Drawings for Checking
· Schedule of Condition

7. Architectural & Design Matters
· Planning Approval & Conditions
· Building Control Approval & Conditions
· Other Statutory Approvals
· Contractor’s Design Submission
· Inverter Positions

8. Structural Matters

9. Electrical Matters

10. Other Consultant Matters

11. Health & Safety
· Principal Designer / Principal Contractor Matters
· Construction Phase Plan (CPP)
· HSE Notification
· Health & Safety File
· Hot Works Permit
· Asbestos
· Emergency / Fire Procedure
· Operations & Maintenance Manual 

12. Communication
· Lines of Communication
· Emergency Contact Telephone Numbers
· Stakeholder Participation

13. Any Other Business

14. Date of Next Meeting
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