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Method Statement Template

1. Overview Information
· Project Name: _________________________________________
· Location/Site: _________________________________________
· Date: ________________________________________________
· Document Reference Number: ___________________________
· Prepared By: __________________________________________
· Approved By: _________________________________________

2. Description of Work
Provide a detailed description of the work to be carried out:


3. Scope of Work
Outline the scope of the work, including the key tasks and phases:
1. 
2. 
3. 
4. 
5. 

4. Key Roles and Responsibilities
	Role
	Name
	Contact Details
	Responsibilities

	Project Manager
	
	
	Overall responsibility for the project

	Site Supervisor
	
	
	On-site management and supervision

	Health & Safety Officer
	
	
	Health and safety oversight

	Operatives
	
	
	Execution of the tasks

	First Aider
	
	
	First aid and emergency response

	Other (Specify)
	
	
	Specific task or role (e.g., electrician)



5. Resources Required
List all the resources required for the work, including equipment, materials, and personnel:
· Personnel:
· [List roles, e.g., 3x Labourers, 1x Electrician]
· Tools/Equipment:
· [List equipment, e.g., Ladders, Drills, PPE]
· Materials:
· [List materials, e.g., Concrete, Cables, Insulation]

6. Work Procedures
Detail the step-by-step procedures for completing the work safely and efficiently:
1. Preparation:
· [Describe preparation activities, e.g., site setup, risk assessments]
2. Execution:
· [Describe the main tasks in the order they will be performed]
3. Monitoring and Supervision:
· [Detail how the work will be monitored and by whom]
4. Completion:
· [Describe the steps for finalising the work, cleaning up, and handing over]
5. Review and Sign-Off:
· [Outline the process for reviewing the work and ensuring all standards are met]

7. Risk Assessment Summary
Include a summary of the key risks associated with the work and the control measures that will be implemented to mitigate them:
	Hazard
	Risk
	Control Measures

	[Hazard 1]
	[Describe the risk]
	[Describe the control]

	[Hazard 2]
	[Describe the risk]
	[Describe the control]

	[Hazard 3]
	[Describe the risk]
	[Describe the control]


Note: A detailed risk assessment should be attached as an appendix.

8. Emergency Procedures
Outline the emergency procedures relevant to the work:
· Emergency Contacts:
· [List emergency contact numbers, e.g., First Aider, Supervisor, Fire Service]
· First Aid Arrangements:
· [Describe first aid provisions, location of kits]
· Evacuation Procedures:
· [Describe how to evacuate the site in an emergency]
· Accident Reporting:
· [Outline the procedure for reporting accidents or incidents]

9. Environmental Considerations
Describe any environmental considerations and the measures taken to minimize the impact:
· Waste Management:
· [Describe how waste will be managed and disposed of]
· Noise Control:
· [Describe how noise will be controlled and minimised]
· Pollution Control:
· [Describe measures to prevent pollution, e.g., spill kits, bunding]
· Energy and Resource Efficiency:
· [Outline how energy and resources will be used efficiently]


10. Training and Competency
Detail the training and competency requirements for the personnel involved:
	Training Required
	Personnel
	Date Completed
	Next Review Date

	[E.g., Working at Height]
	[List personnel]
	[Date of training]
	[Review date]

	[E.g., Manual Handling]
	[List personnel]
	[Date of training]
	[Review date]

	[E.g., First Aid]
	[List personnel]
	[Date of training]
	[Review date]



11. PPE Requirements
List the Personal Protective Equipment (PPE) required for the work:
· Head Protection: ________________________________
· Eye Protection: ________________________________
· Hearing Protection: _____________________________
· Hand Protection: _______________________________
· Foot Protection: _______________________________
· Other (Specify): _______________________________
Note: Ensure all PPE is inspected before use and fits correctly.

12. Communication and Consultation
Outline how the work plan and safety measures will be communicated to all relevant parties:
· Toolbox Talks: [Frequency and who will deliver them]
· Briefings: [Details of any pre-work briefings]
· Noticeboards: [Information to be posted on-site noticeboards]
· Consultation with Workers: [Methods for consulting workers and obtaining feedback]

13. Review and Monitoring
Detail how the work will be reviewed and monitored:
· Daily Inspections: [Who will conduct them and what will be checked]
· Ongoing Supervision: [Describe how the work will be supervised]
· Post-Work Review: [Describe how the completed work will be reviewed]

14. Sign-Off
By signing below, I confirm that I have read and understood this method statement, and I agree to follow the procedures outlined:
	Name
	Role
	Signature
	Date

	[Supervisor Name]
	[Supervisor Role]
	[Signature]
	[Date]

	[Operative Name]
	[Operative Role]
	[Signature]
	[Date]

	[H&S Officer Name]
	[H&S Officer Role]
	[Signature]
	[Date]



15. Distribution List
List all persons who will receive a copy of this method statement:
1. 
2. 
3. 
4. 

16. Document Control
	Version
	Date
	Prepared By
	Approved By
	Changes Made

	1.0
	[Date]
	[Name]
	[Name]
	Initial Document

	1.1
	[Date]
	[Name]
	[Name]
	[Describe changes]



Instructions for Use
1. Fill in all sections: Ensure all relevant details are completed before the work starts.
2. Review the risk assessment: Attach a detailed risk assessment that aligns with the work procedures.
3. Communicate with the team: Ensure all team members are briefed on the method statement and sign off before work begins.
4. Monitor and Review: Continually monitor the work against the method statement and update as necessary.
5. Sign-off and Document Control: Ensure proper sign-off and maintain a record of any revisions.

Key Features Integrated from Best Practices
· Detailed Work Procedures: Clear and structured steps for carrying out the work, ensuring safety and efficiency.
· Roles and Responsibilities: Specific roles are outlined to ensure accountability.
· Risk Assessment Summary: A summary of risks is included, with reference to a detailed risk assessment for comprehensive coverage.
· Environmental Considerations: Environmental impact is considered, ensuring compliance with regulations and best practices.
· Communication and Consultation: Emphasizes the importance of communication and worker consultation.
· Sign-Off and Document Control: Ensures all relevant parties are aware and agree to the method statement, with a clear document control process for updates.


Disclaimer:
This document was created with the assistance of Artificial Intelligence (AI). While the content has been generated and reviewed for accuracy and relevance, it is essential that this document be thoroughly reviewed by a qualified professional before implementation or use. The AI-generated content may require adjustments to ensure it fully aligns with specific legal, regulatory, or organisational requirements. The responsibility for verifying the accuracy and appropriateness of the information contained within this document rests with the user.
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