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General Guidance Notes for Completion of the Work Package Plan
Guidance text throughout this document is shown in blue.

Standard Abbreviations

WPP — Work Package Plan, TBS — Task Briefing Sheet, Wi — Work Instruction

The number and content of the WPPs produced for a project should be logical and appropriate to the scope of the
contract to allow sufficient planning of manageable sections of work. The ability of others to risk assess the entire
WPP content must be considered as part of this process i.e. if the scope of the WPP is too great, the ahility to
adequately identify all of the associated hazards and risks may be hindered thus resulting in an inadequate Risk
Assessment being completed.

The content and detail provided in the WPP must be sufficient to ensure that adequate Risk Assessments can be
produced, but consideration to its flexibility and life span as a working document must also be considered e.g.
reference to working at height is not sufficient enough to allow for completion of a suitably detailed Risk Assessment.
Equally, detailing that only an MEWP’s will be used may mean that the WPPs and Risk Assessment will need updating
if podiums need to be used later in the project due to space restrictions. )

The detail should be sufficient enough to satisfy not only Company requirements but also Customer requirements and
provide the relevant supporting information.

The detail should be sufficient to allow the subsequent production of the associated Task Briefing Sheets identified
within this document, which shall be briefed to the workforce.

NO reference should be made in this document to the statement “as per site induction” as the stage of the project,
quality in delivery etc of the induction received by the operatives cannot be assumed as being standard.

Once completed, the Risk Assessments and COSHH Assessments are to be attached to this document in the respective
appendices detailed on the Contents Page.
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