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1. Purpose
These ground rules set the shared expectations for how everyone on the Façade Package works together — staff, supervisors, suppliers and subcontractors. They exist so the team is safe, aligned, and predictable in how it communicates, makes decisions and delivers. Everyone is expected to read, sign and follow them. They sit alongside the contract, the Project Execution Plan and the company HSE and quality systems, which always take precedence.
2. How We Work — Core Principles
1. Safety first, always — no task is so urgent that it is done unsafely.
1. We do what we say — commitments are tracked and honoured, or renegotiated early.
1. No surprises — problems are raised early, not hidden until they grow.
1. One team — we cooperate across disciplines and with the Main Contractor and suppliers.
1. Facts over opinions — decisions are driven by data from the registers and the programme.
1. Quality at source — we build it right the first time and never cover up a defect.
3. Safety — Non-Negotiables
1. No RAMS / no permit = no work. High-risk and work-at-height tasks proceed only with approved RAMS and the required permit.
1. 100% fall protection at height; nobody works at an unprotected edge.
1. Respect exclusion zones below hoisting, glazing and panel installation.
1. Stop-work authority: anyone may stop a task they believe is unsafe — without blame.
1. Report every incident, injury and near-miss the same day.
4. Communication Rules
1. All instructions and decisions are in writing. Verbal instructions are confirmed in writing (CVI) within [24–48] hours.
1. Use the official channels and registers — not personal chat apps — for drawings, instructions and approvals.
1. Reply to project emails/requests within [one working day]; if you cannot action, acknowledge and give a date.
1. Be clear and specific: who, what, where, by when. Reference drawing/RFI/zone numbers.
1. Raise blockers, missing information and clashes immediately via RFI or notice — do not sit on them.
1. Communicate respectfully; disagree on the issue, never the person.


5. Meeting Rules
1. Meetings start and finish on time; come prepared with your registers updated beforehand.
1. Every meeting has an agenda and purpose; if there is no agenda, there is no meeting.
1. Minutes with clear actions (owner + due date) are issued within [24] hours and tracked to closure.
1. Decisions made in the meeting are final for that cycle unless new information arises.
1. One conversation at a time; phones on silent; stay on topic — park side issues.
6. Document & Drawing Discipline
1. Single source of truth: only the latest approved revision is used. Superseded drawings are withdrawn.
1. Nothing is fabricated or installed off un-approved drawings (status “A” or “B” only).
1. Survey before fixing brackets; never install over out-of-tolerance structure without an approved solution.
1. Every submittal, RFI and transmittal is logged with dates in the register.
7. Decision-Making & Escalation
Decisions are made at the lowest competent level. If a decision is beyond your authority, or an issue is not resolved within its timeframe, escalate promptly using the path below rather than letting it drift.
	Level
	Decision / issue
	Owner
	Timeframe

	1
	Day-to-day execution, sequencing
	Supervisor / Foreman
	Same day

	2
	Discipline issues, RFIs, quality calls
	Functional lead (Eng/QA/Site)
	[1–2] days

	3
	Cross-discipline, programme, cost impact
	Project Manager
	[2–3] days

	4
	Contract value, completion date, major risk
	Sponsor / Senior management
	Per contract


8. Quality Rules
1. Inspect and sign off each stage (survey → brackets → frames → glass/panel → seal) before covering up.
1. Raise defects as NCRs and close them out — never hide or paint over non-conformance.
1. Use only approved materials matching the approved submittals and certificates.
1. Protect completed work from following trades; report and log any damage.
9. Commercial & Change Discipline
1. No change to scope, programme or specification without a logged variation and formal instruction.
1. Keep contemporaneous records (diaries, photos, dockets) — they protect time and cost entitlement.
1. Notify delays, disruptions and additional works within the contractual timeframes.
10. Accountability & Reporting
1. Update your tracker/register before the weekly meeting — data drives the meeting.
1. Own your actions to completion; if you will miss a due date, flag it early with a recovery plan.
1. Progress and quantities reported must be real and verifiable, not optimistic estimates.
11. Respect & Conduct
1. Treat everyone — colleagues, the Main Contractor, suppliers and the public — with respect.
1. Zero tolerance for harassment, discrimination, intimidation or substance misuse on site.
1. Keep the workplace clean and organised (good housekeeping is a safety and quality control).
1. Represent the company professionally at all times on the project.


12. Acknowledgement
I have read, understood and agree to follow these Team Ground Rules for the duration of my involvement in the project.
	Name
	Company / Role
	Signature
	Date
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