                                                               APPENDIX “D”             
Tailgate Safety Meeting Documentation:  Briefing & Planning Checklist

Identify

Who is in charge:____________________________
Hazards:___________________________________
Voltage levels involved:_______________________
Skills required:______________________________
Foreign (secondary source) voltage source(s):_____
__________________________________________ 
Unusual work conditions:_____________________
__________________________________________ 


Ask

Can equipment be de-energized?          Yes           No

Are backfeeds possible?                           Yes           No

If “Yes”, follow Lock-out/Tag-out procedures to prevent back feed.




Check

Job site plans:                                               Yes           No

Single-line diagrams/prints:                         Yes           No

Status Board:                                                Yes           No

Information on resources                              Yes           No
is up to date:



Know

•  What the job is

•  Who else needs to know – communicate!


Think
•  About the unexpected event…What if?
•  Lock—Tag—Test—Try
•  Test for voltage—FIRST
•  Use the right tools/equipment, including PPE



Prepare for an emergency

CPR trained standby person:
Location of required emergency equipment_______ 
___________________________________________ 
Location of nearest phone:_____________________ 
Location of fire alarm:_________________________ 

Confined space rescue available:                 Yes           No

How many people are needed to do the job:______________________________ 
Shock protection boundaries:__________________________________________ 
Available incident energy:_____________________________________________ 
Potential for arc flash 
(Conduct a flash-hazard analysis.):              Yes           No

Flash protection boundaries:__________________________________________________ 
_________________________________________________________________________ 




Is a standby person required?                       Yes           No



Safety procedures:                                       Yes           No



All individuals are familiar 
with the facility:                                           Yes           No


•  Who is in charge

•  Install and remove grounds

•  Install barriers and  barricades

•  What else…? 


Exact work location:_________________________________________________ 
__________________________________________________________________ 
How is the equipment shut off in an emergency:
__________________________________________________________________ 
Emergency phone numbers:___________________________________________ 
__________________________________________________________________ 
Location of fire extinguisher: __________________________________________ 
Radio Communications:______________________________________________ 
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