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Method Statement
Safe system of work
A task-specific description of how the work will be carried out safely: what must be in place before it starts, who is involved, the resources needed, the sequence of work and what happens if conditions change.

	TASK / ACTIVITY
Describe the task or activity this Method Statement covers

	PROJECT / CONTRACT
Enter project or contract
	SITE / LOCATION
Enter site address or location

	CLIENT
Enter client
	CONTRACTOR / ORGANISATION
Enter contractor or organisation



	METHOD STATEMENT REFERENCE
Enter reference
	REVISION
Enter revision
	DATE
DD/MM/YYYY


TEMPLATE NOTE • DELETE THIS GUIDANCE BEFORE ISSUE
About this template
ABOUT THIS TEMPLATE
This template provides a practical structure for documenting how a task or activity will be carried out safely. A Method Statement is not a prescribed statutory form, but it can be an effective way to communicate a safe system of work, particularly for higher-risk, complex, unusual or non-routine activities.
The method should be specific to the task, site and conditions and should reflect the controls identified through the relevant risk assessment.
This template does not replace the need for a suitable and sufficient risk assessment or other project-specific arrangements where required.
Keep the Method Statement proportionate. Include enough detail for those carrying out and coordinating the work to understand the planned method, key controls and what to do if conditions change.
Section 5, the method and sequence of work, is the core of this document. Where another section does not apply to the task, record “Not applicable” rather than deleting it. Prompts clear when you type, and guidance boxes like this one can be deleted before issue.
Sources: HSE HSG150 Health and safety in construction (method statements, paragraphs 592–596); HSE HSG168 Fire safety in construction; Management of Health and Safety at Work Regulations 1999, regulation 3; CDM 2015 where relevant to planning, managing and coordinating construction work. Use of this template does not by itself demonstrate compliance.

Document control
Record each issue of this Method Statement so everyone can identify the current version.
	Revision
	Date
	Description of change
	Updated by

	e.g. 01
	DD/MM/YYYY
	Describe what changed in this issue
	Name / organisation

	
	
	
	

	
	
	
	

	
	
	
	



Document details
A Method Statement describes how the work will be carried out safely and should reflect the controls identified through the relevant risk assessment. It does not replace the need for a suitable and sufficient risk assessment where one is required.
	Item
	Reference

	Method Statement reference
	Enter reference (as on the cover)

	Associated risk assessment reference
The assessment whose controls this method puts into practice
	Reference, revision and title of the risk assessment this method reflects

	Other supporting document reference(s)
	e.g. drawings, lift plan, permit or isolation procedure, COSHH assessments, rescue plan


SCOPE
1. Task and scope
Identify the task, where and when it will take place, and exactly what this Method Statement covers.
GUIDANCE
Keep the scope tight. A Method Statement works best for a defined task or a closely related group of activities. Where the work includes distinct operations with different controls, consider a separate Method Statement for each.

	Item
	Details

	Project / contract
	Enter project or contract

	Task / activity
	Describe the task or activity (as on the cover)

	Site / location
	Enter site address and the specific work location

	Client
	Enter client

	Contractor / organisation
	Enter contractor or organisation

	Planned start
	DD/MM/YYYY

	Planned finish / duration
	Finish date or expected duration, and working hours if relevant



Purpose
State what this Method Statement is intended to cover.

Scope of work
Briefly describe the work to be carried out and clearly define the limits of this Method Statement.

Exclusions / interfaces
Identify any related work, contractor activity or interface that is outside this Method Statement but may affect the task.

PEOPLE
2. People, responsibilities and competence
Identify who is responsible for the work and its supervision, and the competence the task requires.
	Role / responsibility
	Name / organisation
	Relevant responsibility for this task

	Person responsible for the work
	Name / organisation
	What this person is responsible for on this task

	Supervisor / team leader
	Name / organisation
	What this person is responsible for on this task

	Other key role where relevant
	Name / organisation
	What this person is responsible for on this task

	
	
	

	
	
	



Competence / training requirements
Record task-specific competence, training, authorisation or certification needed to carry out or supervise the work.

Record only what this task genuinely needs. Competence combines the skills, knowledge, training and experience appropriate to the task; no particular card or qualification is required for every task.
BEFORE WORK STARTS
3. Site, access and pre-start requirements
Record the site-specific arrangements that affect how the work is carried out, and what must be in place before it starts.
GUIDANCE
Record only the arrangements that apply to this task and site. Examples that may be relevant to some tasks: a permit to work, an isolation and lock-off, asbestos information for the work area, a radio-frequency (RF) exclusion or shutdown, or inspection of access equipment. None of these is required for every task.

Access and egress
Describe how the work area will be accessed and any site-specific restrictions or arrangements.

Work area / boundaries
Describe the work area, segregation or exclusion arrangements where relevant.

Site rules / induction
Record any relevant site rules, inductions or local arrangements that affect the method.

Permits and authorisations
Identify any permit, authorisation or formal release needed before work starts.

Isolations / confirmations
Record any required isolation, shutdown, lock-off, service confirmation or other precondition.

Pre-start checks
List the genuine preconditions for this task. Work should not start until each one has been confirmed.
	Ref
	Precondition / check
	How it will be confirmed
	Responsible role
	Confirmed (initials / time)

	P01
	Condition that must be met before work starts
	Evidence or check, e.g. permit seen, test, visual check
	Role
	

	P02
	
	
	
	

	P03
	
	
	
	

	P04
	
	
	
	

	P05
	
	
	
	


RESOURCES
4. People, plant, equipment and materials
Identify the people, plant, tools, equipment, materials and PPE needed to carry out the work as planned.
Workforce
	Role / trade
	Number required
	Notes

	Role or trade
	No.
	e.g. when needed, specialist role

	
	
	

	
	
	



Plant, tools and equipment
	Plant / tool / equipment
	Purpose
	Inspection / suitability requirement where relevant

	Item
	What it will be used for
	e.g. inspection, thorough examination, pre-use check

	
	
	

	
	
	

	
	
	



Materials and substances
	Material / substance
	Purpose
	Supporting COSHH / information reference where relevant

	Material or substance
	What it will be used for
	e.g. COSHH assessment or safety data sheet reference

	
	
	

	
	
	


Reference COSHH assessments and safety data sheets here; do not reproduce them in this document.
Personal protective equipment (PPE)
NOTE
PPE should reflect the relevant risk assessment and should not be used as a substitute for more effective controls.

	PPE requirement
	When / why required

	PPE item (and type or standard where relevant)
	Task stage or condition where it is needed, and why

	
	

	
	


CORE OF THIS METHOD STATEMENT
5. Method / sequence of work
Describe the work in the order it will be carried out. Include the key control measures, checks, hold points and responsibilities needed at each stage.
GUIDANCE
Write each step so that someone on site could follow it. Stages often include pre-start, setting up, each stage of the task, inspections or hold points, interaction with others, completion, making safe and leaving site. Use only the stages that fit the task; they are not fixed headings.
Bring the relevant controls from the risk assessment into the step where they apply. Mark a hold point by starting the controls entry with “HOLD POINT” and stating what must be confirmed, and by whom, before work continues.
Step numbers update automatically. To add a step, place the cursor in the last cell and press Tab, or use Insert Row. Diagrams, sketches or photographs can make the method clearer: reference them in the step and list them in Document details.

	Step
	Activity / stage
	Method / sequence
	Key controls / checks
	Responsible role

	
	Stage or activity
	Describe how this step will be carried out, in order
	Key controls, checks or hold points for this step
	Role

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


INTERFACES
6. Site-specific arrangements and interfaces
Record the site-specific arrangements and interfaces that affect how this task is carried out. Where an item does not affect the task, record “Not applicable”.
Other work / coordination
Identify other work, contractors, occupants or members of the public that may be affected by or interact with this activity.

Deliveries / movement
Record any important delivery, vehicle, lifting, access or material-movement arrangements where relevant.

Environmental conditions
Record weather, noise, dust, ecology, spill-prevention or other environmental conditions that could materially affect how the task is carried out.

WELFARE AND EMERGENCY
7. Welfare and emergency arrangements
Record the welfare and emergency arrangements available to those carrying out the work.
GUIDANCE
Site-wide arrangements can be referenced rather than repeated. Describe task-specific emergency or rescue arrangements only where the work creates a need that the general site arrangements do not cover, and make sure the people and equipment those arrangements rely on will be available when the work takes place.

Welfare
Identify the welfare arrangements available to those carrying out the work.

First aid
Record relevant first-aid arrangements and how assistance will be obtained.

Fire / evacuation
Record relevant alarm, evacuation and assembly arrangements.

Task-specific emergency or rescue arrangements
Describe any task-specific emergency or rescue arrangements required by the work, or record “Not applicable”.

	Supporting document reference
	e.g. site emergency plan or rescue plan reference, where one exists


CHANGE CONTROL
8. Change, stop-work and review
The work should not continue under this Method Statement where site conditions, task scope, sequence, equipment, people or controls change in a way that could affect health and safety until the change has been assessed and the method updated where necessary.

Stop-work / escalation criteria
Identify conditions that would require work to stop and be reassessed.

Change to the planned method
Record how changes to the method will be assessed, authorised and communicated.

Review triggers
GUIDANCE • EXAMPLES OF REVIEW TRIGGERS
•  a change in scope
•  different site conditions from those planned
•  different equipment or materials
•  an incident or near miss
•  a control found to be ineffective
•  a significant change in the team or in interfaces with others

Record any task-specific triggers for reviewing this Method Statement, or record “As guidance above”.

COMMUNICATION
9. Briefing and communication
Those carrying out the work should understand the method, the relevant risks and controls, their responsibilities and what to do if conditions change.
	Name
	Role / company
	Date briefed
	Initial / acknowledgement

	Name
	Role / company
	DD/MM/YYYY
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


This record provides practical evidence that the Method Statement has been communicated. It is not a substitute for effective supervision or worker involvement.
PRACTICAL FINAL REVIEW — NOT A STATUTORY CHECKLIST
10. Practical final review
Use this review before the Method Statement is issued, as an aid to completeness.
	Done
	Review item
	Note

	☐
	Task and scope are clearly defined.
	

	☐
	Site and access arrangements are understood.
	

	☐
	Relevant responsibilities are identified.
	

	☐
	Required competence / authorisation has been considered.
	

	☐
	Plant, tools, equipment and materials are suitable for the task.
	

	☐
	Relevant PPE requirements are identified.
	

	☐
	Required permits, isolations or preconditions are identified.
	

	☐
	The sequence of work is clear and task-specific.
	

	☐
	Key controls and checks are included at the relevant steps.
	

	☐
	Relevant interfaces with other work or people are addressed.
	

	☐
	Welfare and emergency arrangements are suitable.
	

	☐
	Stop-work and change arrangements are clear.
	

	☐
	The Method Statement reflects the associated risk assessment.
	

	☐
	The method has been communicated to those carrying out the work.
	



Outstanding actions / changes required
List any action or change needed before issue, who will complete it and by when, or record “None”.

Prepared and reviewed
	Detail
	Prepared by
	Reviewed by, where required by the organisation, client or project arrangements

	Name
	Name
	Name

	Role
	Role
	Role

	Organisation
	Organisation
	Organisation

	Date
	DD/MM/YYYY
	DD/MM/YYYY


Complete the review column only where the organisation, client or project arrangements require a review.
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Adaptive compliance learning.




