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1. PURPOSE 

Works associated with railway infrastructure contracts fall within the scope of the Construction (Design and 
Management) Regulations. As such, and in accordance with these requirements and those of individual 
clients, Construction Phase Plans, Method Statements/Work Package Plans and Task Briefing Sheets are 
required. These are to be produced to support and develop the arrangements detailed within the VolkerRail 
Project ‘Construction Phase Plans’, VolkerRail Integrated Management System and associated operating 
licences. 
 
This requirement shall be fulfilled by the undertaking of task and site specific risk assessments carried out in 
accordance with the requirements of SAF30 and the subsequent production and use of the appropriate 
Method Statements, Specific Site Addendums, Work Package Plans and Task Briefings to cover all aspects of 
the specific works. These may also be requested by the client within their contract specifications to support 
particular contract works or activities. 
 
This procedure confirms the requirement for risk assessments to be undertaken and describes in detail the 
process for the generation, issue, control and management of method statements and work package plans. It 
mandates the use of a consistent format and content for Construction Phase Plans, Work Package Plans and 
Task Briefings. 
 
NOTE: Where the term “Method Statement(s)” is found within Network Rail Standards and the Rulebook 
GE/RT8000 the Work Package Plan and Task Briefing Sheet meet the requirements of the term “Method 
Statement”. 

 
2. SCOPE 

This procedure is mandatory and applies to all of VolkerRail’s work activities, including surveying, in relation to 
the production and content of Construction Phase Plans, Method Statements, Work Package Plans and Task 
Briefing Sheets. Where a client mandates an alternative process to be followed this shall take precedence 
over this procedure. 
 

3. REFERENCES (INPUTS) / RELATED DOCUMENTS 

Legislation 
 The Health and Safety at Work Act 1974 
 Construction (Design and Management) Regulations 2015 
 The Management of Health and Safety at Work Regulations 1999 

Client / Industry Standards 
 RSSB GE/RT8000 Rule Book 
 London Underground Contract QUENSH Conditions 
 London Underground Rule Book 
 Network Rail NR/L2/OHS/0044 – Planning and Managing Construction Work 
 Network Rail NR/L2/OHS/0047 - Application of the Construction (Design and Management) Regulations 

to Network Rail Construction Projects 
 Network Rail NR/L2/OHS/019 – Safety of People at Work on or near the Line 
 Network Rail NR/L2/INI/02009 – Engineering Management for Projects 

VolkerRail 
 ENG01 – Engineering Assurance Handbook 
 PMS01 – Project Management System  
 SAF19 – Planning & Delivering Safe Work  
 SAF30 – Risk Assessments  
 SAF53 – Construction (Design and Management) Regulations 2015 
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4. DEFINITIONS 
 

DEFINITION  MEANING 

Acceptance An acknowledgement that a submission appears to be satisfactory. 

ACM Asbestos Containing Materials 

Construction As defined in the Construction (Design and Management) Regulations 

2015 (CDM 2015): the carrying out of any building, civil engineering or 
engineering construction work and includes: 

a) the construction, alteration, conversion, fitting out, commissioning, 
renovation, repair, upkeep, redecoration or other maintenance 
(including cleaning which involves the use of water or an abrasive at 
high pressure, or the use of corrosive or toxic substances), de-
commissioning, demolition or dismantling of a structure; 

b) the preparation for an intended structure, including site clearance, 
exploration, investigation (but not site survey) and excavation (but not 
pre-construction archaeological investigations), and the clearance or 
preparation of the site or structure for use or occupation at its 
conclusion; 

c) the assembly on site of prefabricated elements to form a structure or 
the disassembly on site of the prefabricated elements which, 
immediately before such disassembly, formed a structure; 

d) the removal of a structure, or of any product or waste resulting from 
demolition or dismantling of a structure, or from disassembly of 
prefabricated elements which immediately before such disassembly 
formed such a structure; 

e) the installation, commissioning, maintenance, repair or removal of 
mechanical, electrical, gas, compressed air, hydraulic, 
telecommunications, computer  or similar services which are normally 
fixed within or to a structure, rail industry works including installation, 
commissioning, maintenance, repair or removal 

Construction Phase Plan 
(CPP) 

A project specific document detailing how VolkerRail Group will manage the 
project Health & Safety requirements (CDM 2015). 

Controller of Site Safety 
(COSS) 

A person who is certified as competent to enable activities to be carried out by 
a group of persons on Network Rail railway infrastructure in accordance with 
the requirements of the Rule Book GE/RT8000. 

Contractor’s Engineering 
Manager (CEM) 

Person within every design and/or construction organisation contracted to 
Network Rail, (or to a party other than Network Rail where agreed with Network 
Rail) with overall accountability for all engineering activities applicable to that 
specific Contract including those undertaken by sub-contracted organisations. 

The CEM may act as the Contractor’s Responsible Engineer (CRE) for a single 
engineering discipline. 

Contractor’s Responsible 
Engineer (CRE) 

Person within a design and/or construction organisation contracted to Network 
Rail, (or to a party other than Network Rail where agreed with Network Rail) 
with accountability for the day-to-day management and co-ordination of the 
technical and engineering activities within a specific engineering discipline for a 
specific Contract. 
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DEFINITION  MEANING 

CSM Common Safety Method 

DRN Document Review Notice (Network Rail process) 

Engineering Management 
Plan (EMP) 

The EMP defines the accountabilities, responsibilities, roles and processes 
applicable to engineering staff working within a Delivery Group or project. 

Engineering Supervisor 
(ES) 

The Person responsible for establishing and managing an engineering worksite 
and authorising train movements within a worksite. 

HSQES Health, Safety, Quality, Environment and Sustainability 

IMS (VolkerRail Integrated 
Management System 

A formal collection of the company’s management arrangements necessary to 
maintain our Safety Certificate, Principal Contractor’s Licence, Plant Operators’ 
Scheme Licence and ISO certification, and encompasses all functional 
businesses throughout VolkerRail. Current VolkerRail procedures and 
instructions are maintained to support and implement the specifics of the IMS 
and places specific responsibilities on individuals. 

M&RP Metro & Rail Projects 

Method Statement* A description of how the contractor and any associated subcontractors will 
execute the works.  Site specific addendums may then detail the arrangements 
and processes for individual work sites if not covered by the Method Statement.  

OLE Overhead Line Equipment 

PDSW Planning Delivery of Safe Work 

Permits Additional information to be added to the SWP such as and not limited to: 

 Electrical Isolation 
 Permit to Dig 
 Hot Works 
 Lifting 

PIC Person in Charge A person involved in the planning and who is on site where 
the work is being undertaken and has the overall accountability of supervising 
and overseeing works. This person will normally be the team leader (or 
equivalent) and hold COSS competence to make sure planned controls are put 
in place to keep persons safe from trains, activity and site risks. 

PMS VolkerRail Project Management System 

Principal Contractor An organisation undertaking the duties of the principal contractor under the 
Construction (Design and Management) Regulations 2015 (CDM). They plan, 
manage and monitor the construction phase and coordinate matters relating to 
health and safety during the construction phase so that construction work is 
carried out without risks to health or safety. 

Principal Contractor 
Licence Holder 

An organisation assured against the Network Rail Principal Contractor 
Licensing (PCL) Scheme. An organisation discharging Principal Contractor 
duties, on construction work where Network Rail is the client, which has 
relevant management systems in place. 
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DEFINITION MEANING 

Proposer Person responsible for planning and defining how the work activity is to be 
undertaken. 

QUENSH London Underground Quality, Environment, Safety and Health Standard 

Risk Assessment A systematic process of evaluating the potential risks that may be involved in a 
projected activity or undertaking. 

RSSB Railway Safety Standards Board 

SAF VolkerRail Safety Document  

Safe System of Work A method of working that includes arrangements to so that those who are to 
walk or work on or near the line are not put in danger by: 

 passing trains or movements; 
 entry to and exit from railway infrastructure; 
 walking on or near the line; 
 walking to or from a site of work; 
 setting up and withdrawing protection or warning arrangements; and 
 carrying out work. 

Safe Work Leader (SWL) The role of an employee of VR who manages safe delivery of work. As a 
minimum they will hold a valid COSS competence 

Safe Work Leader 2 Delivers the duties of a SWL. In addition, they hold a valid ES competence. 

Safe Work Manager Takes charge of complex worksites that require a strategic level of 
management and delegates the duties of an ES. 

Site Survey Non-intrusive inspection of infrastructure e.g. topographical survey, access 
surveys, substation visual survey, height and stagger survey, lift planning 
survey etc. 

Site Investigation Intrusive method of obtaining site or equipment information e.g. Ground 
Investigation, trial holes, electrical load monitoring, electrical equipment internal 
inspection, signalling equipment correlation, pull out tests of bridge anchors 
etc. 

SMTH Signalling Maintenance Testing Handbook 

Specialist Risk Assessment Assessments including but not limited to manual handling, COSHH, working at 
height 

SPC Site Person in Charge 

SSA* Site Specific Addendum 
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DEFINITION  MEANING 

Safe System of Work 
(SSOW) 

A method of working that includes arrangements to so that those who are to 
walk or work on or near the line are not put in danger by: 

 Passing trains or movements; 
 Entry to and exit from railway infrastructure; 
 Walking on or near the line; 
 Walking to or from a site of work; 
 Setting up and withdrawing protection or warning arrangements; and 
 Carrying out work 

Structure As defined in the CDM 2015: 

a) any building, timber, masonry, metal or reinforced concrete structure, 
railway line or siding, tramway line, dock, harbour, inland navigation, 
tunnel, shaft, bridge, viaduct, waterworks, reservoir, pipe or pipeline, 
cable, aqueduct, sewer, sewage works, gasholder, road, airfield, sea 
defence works, river works, drainage works, earthworks, lagoon, dam, 
wall, caisson, mast, tower, pylon, underground tank, earth retaining 
structure or structure designed to preserve or alter any natural feature, 
and fixed plant; 

b) any structure similar to anything specified in paragraph (a); 

c) any formwork, falsework, scaffold or other structure designed or used 
to provide support or means of access during construction work, and 
any reference to a structure includes part of a structure. 

Task Leader The VR representative responsible for leading a work area within a worksite in 
a possession. Acting as the key contact during the planning process, they will 
arrange the collation and provision of the relevant safe work pack for their work 
area. 

TBS* Task Briefing Sheet 

WPP* Work Package Plan (Method Statement/SSA) 

 

* NOTE it is dependent on client terminology and contract requirements as to how method statements are 

defined and under what format. 
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5. PROCESS 

5.1 Process Overview 

 

 
 
 

 
5.2 Competence 

Individuals appointed to be accountable and responsible for preparing, approving and accepting CPPs, risk 
assessments, WPPs and TBSs, shall have sufficient capabilities, training, skills, knowledge, and experience. 
 
The competency requirements for individuals shall be determined before CPPs, risk assessments, WPPs and 
TBSs are prepared and approved. 
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A competency matrix or equivalent record shall be maintained to demonstrate construction work can be 
managed and delivered safely, and that those appointed will work in a manner which secures health and 
safety. 
 
Wherever possible these arrangements should refer to named individuals. 
 
Individuals involved in the preparation, approval and acceptance of the CPP, risk assessments, WPP and the 
TBS shall be recorded on the cover sheet of each document. 
 
The level of competence required will be assessed by the CEM in accordance with the requirements of 
NR/L2/INI/02009 and the Engineering Management Plan.  In assessing the level of competence required the 
CEM shall undertake a CV review of the individual’s concerned taking cognisance of the complexity of the 
project concerned. 
 
Any formal competencies required will be identified and documented by the CEM and controlled within the 
VolkerRail Integrated Management System. 
 
NOTE: Some of these roles require specific assessment under NR/L2/INI/02009 e.g. Contractor’s 
Responsible Engineer and Contractor’s Engineering Manager. 
 

5.3 Construction Phase Plan 

5.3.1 CPP Preparation 

Prior to undertaking physical works the VolkerRail Project Manager will prepare a Construction Phase Plan for 
approval by the CEM. The VolkerRail Project Manager will then submit the Construction Phase Plan for 
acceptance by the Client Project Manager.   
 
Use of the Network Rail Standard NR/L2/OHS/0044/F01 is mandatory1 for all Network Rail Projects. Clients 
other than Network Rail may require their own templates to be used and in this case this is acceptable. On 
projects where Network Rail is not the client and they do not have their own template, the form 
NR/L2/OHS/0044/F01 shall be used but must be amended to remove all references to Network Rail and 
replace them with the correct client name. The CPP will include the work programme and the requirements for 
WPP, the WPP schedule and the acceptance process. 
 
The definition of significant Work Package Plans and Task Briefing Sheets are those that cover activities that 
may have an impact on the operational railway and the VolkerRail workforce (employees, contractors and sub-
contractors).  Examples of these activities could be: 
 
 Any activity or task that requires a permit 
 Correlation activities  
 Permanent Way/track renewal activities 
 Signalling renewal and enhancement involving data changes 
 OLE renewal and enhancement involving changes to isolation diagrams and instructions 
 Installation of trackside equipment 
 Work involving potential contact with asbestos containing materials (ACM’s) 
 Lifting Operations 
 Shoring of excavations 

 
This list is not exhaustive and is only intended as an example of what could constitute a significant risk to the 
operational railway and the workforce. 
 
The CEM in conjunction with the Client and Principal Designer will agree the schedule of significant risk WPPs 
that require acceptance by Network Rail; and agree submission and acceptance timescales for the significant 

                                                            
1 The Network Rail CPP template contains the minimum mandatory requirements for managing and planning construction health 
and safety arrangements in the railway environment. An organisation’s own template may be used if it contains the same 
minimum level of information as NR/L2/OHS/0044/F01 and the Client agrees to this. The use of an alternative template shall be 
signed off by the CEM and applied consistently across the project. 
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risk WPPs, including a process and timeline for re-submitting rejected WWPs. 
 
The (Principal) Designer and VolkerRail, as Principal Contractor, shall determine if WPPs detail suitable 
arrangements for managing significant risks.  
 
VolkerRail is accountable for implementing the controls identified in the WPP and shall implement agreed 
preventative and protective measures through the development of the TBS. 
 

5.3.2 CPP Review 

Construction works and site conditions may be subject to change and the CPP needs to reflect the risks and 
controls for the construction phase. 
 
The CPP shall be reviewed and updated throughout the construction phase to confirm it remains proportionate 
to the scale and complexity of the risks. Any changes to the CPP shall be briefed to all pertinent staff in a 
timely manner. 
 
During the development of the CPP, the Client, the Principal Designer and the organisation delivering the work 
shall: 
 

a) review the pre-construction information and significant risks associated with the work and the 
proposed management arrangements; 
 

NOTE: This will allow both organisations/duty holders to reach a common understanding of the associated 
significant risks that could not be eliminated and establish the necessary management controls. 

 
b) review the content and outputs from the hazard record put in place for the project in accordance with 

NR/L2/INI/02009 and NR/L2/RSE/100/02; 
c) agree the schedule of significant risk WPPs that require acceptance by Network Rail; and agree 

submission and acceptance timescales for the significant risk WPPs, including a process and timeline 
for re-submitting rejected WPP’s. 

 
The CPP should not duplicate information found in other documents. This information should be referenced by 
the CPP, attached as an appendix and controlled by the document control process for the CPP  
 
To assist in the preparation of the CPP a checklist has been produced to ensure that all relevant details are 
considered and detailed within the document. Access to the checklist can be obtained via the following link: 
 
Link to NR CPP Checklist 
 

5.3.3 CPP Approval 
Prior to submission to Network Rail for acceptance the CPP shall be approved by the CEM. 
 

5.3.4 CPP Briefing 
Once acceptance of the CPP has been received from the NR Client Representative, the contents of the CPP 
shall be briefed by the VolkerRail Project Manager to the project team and other contractors involved in the 
project. 
 

5.3.5 CPP Review 
The CPP shall be reviewed In accordance with the requirements of SAF 53 - Construction Design and 
Management) Regulations 2015 Appendix C C1 

 
 

  

https://safety.networkrail.co.uk/wp-content/uploads/2017/01/CPP-Issue-3-Checklist.xls
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5.4 Work Package Plans / Method Statements 

5.4.1 WPP Preparation 

Work package plans will be developed for all activities and other works aligned with the programme as 
detailed in the Project CPP Work Package Plan schedule. The WPP mandatory2 format is specified in 
NR/L2/OHS/0044/F02; and will deliver the requirements of the CPP.   
 
The CEM shall retain accountability for the WPP’s; however the CEM is able to formally nominate 
responsibility to discipline specific staff. This management requirement should be determined at the CPP 
stage when scheduling and outlining WPP’s and risk profiling the ‘significant’ WPP schedule. 
 
Construction works and site conditions may be subject to change and each WPP needs to adequately reflect 
the risks and controls for the specific package of works. 
 
The information on risks, controls and resources shall be transferred from the CPP and detailed within the 
associated WPP(s). 

 
In line with the requirements of the CPP, organisations shall make arrangements for all activities to be 
communicated and co-ordinated with all parties. 
 
The responsibility and arrangements for delivering the task briefing to the workforce must be clearly defined in 
the WPP. (e.g. the Site Manager > Supervisor > > Work Gang). 
 
Where the Client and VolkerRail identify the WPP as ‘significant’ then the CEM or CRE where nominated will 
review and approve the method statement/work package plan.  
 
The WPP will be submitted for acceptance by the client project manager to enable them to be returned at least 
21 calendar days prior to commencement of the physical works included in the WPP. 

 
When the WPP has been reviewed and accepted by the client any comments received should be reviewed by 
the CEM or the nominated CRE and where appropriate incorporated in the WPP.   
 

5.4.2 WPP Review 

Each WPP shall be reviewed and updated throughout the construction phase to confirm it remains 
proportionate to the scale and complexity of the risks. Periodic review of the WPP shall be undertaken at a 
maximum interval of six months or when a significant change event has happened. 
 
The Principal Contractor shall provide access and make available WPPs for those involved in the planning and 
supervision of the works. 

 
Where VolkerRail is the Principal Contractor on a project, works carried out by other contractors on the project 
may well be covered by WPPs produced by these other organisations. In these circumstances, an additional 
review of the WPP shall be undertaken by the VolkerRail CEM. This is to ensure that production has been in 
accordance with the Network Rail Standard NR/L2/OHS/0044, the Construction Phase Plan and that the 
interface risks are adequately managed. This additional check shall be undertaken prior to submission to 
Network Rail for acceptance/information. The review shall be recorded on form ENG02F01. 

 
The WPP will be issued through the project document control arrangements; each WPP will have a unique 
identifier and issue number. 
 
To assist in the preparation of the WPP a checklist has been produced to ensure that all relevant details are 
considered and detailed within the document. Access to the checklist can be obtained via the following link: 
 

                                                            
2 The Network Rail WPP template contains the minimum mandatory requirements for managing and planning construction 
health and safety arrangements in the railway environment. An organisation’s own template may be used if it contains the same 
minimum level of information as NR/L2/OHS/0044/F02 and the client agrees to this. The use of an alternative template shall be 
signed off by the CEM and applied consistently across the project. 
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Link to NR WPP Checklist 
 
5.4.3 WPP Approval 
Accountability for the WPP is with the CEM; however the CEM has the ability to formally nominate 
responsibility to discipline competent staff. This management requirement should be determined at the CPP 
stage when scheduling and outlining WPPs and risk profiling the ‘significant WPP’ schedule. 
 
The details of who will sign off and manage WPPs shall be stated in the CPP (refer to clause 5.2. of the CPP 
template NR/L2/OHS/0044/F01). 
 
The designated approver as detailed in the CPP will review and approve WPP’s prior to commencement of the 
works.  For all ‘Significant’ activities, the CRE will ensure that appropriate disciplines review the WPP prior to 
sign off and submission to the client. 
 
In addition to the statement referred to above, the table (reproduced below) in the CPP template at clause 3.4 
shall be completed. 
 

Asset / Discipline Role Name 
Contact 
Number 

Authorised signatory 
for: 

     

     

 
The items in the ‘Authorised signatory for’ column shall have the formal written agreement of the Designated 
Project Engineer as those for which the CRE can appoint as a signatory.  

 
5.4.4 Timescales for Submission 

In general, method statements/work package plans shall be submitted in accordance with the time scales 
defined within the particular contract specification.  In circumstances where no time scale is defined Method 
Statements shall be submitted at the earliest possible opportunity to facilitate adequate review and 
implementation, such that the method statement is returned not less than 21 calendar days before the works 
commence. 
 
Where this timescale cannot be achieved the Project Manager must comply with the instruction from the 
Network Rail Project Manager for the late submission of Work Package Plans in accordance with Network Rail 
NR/L2/OHS/0044. 
 
All significant revisions to a method statement (that may arise due to modifications / changes to the works) 
that has previously been accepted by the Client shall be re-submitted to the Client Project Manager for 
approval and subsequently to the Client’s representative for re-acceptance at the earliest opportunity. 

 
5.4.5 WPP Briefing 

The outputs from the method statement/work package plan process will be in the form of briefings to ensure 
understanding and co-operation from all site staff to carry out the task safely and efficiently. This should be in 
the form of a briefing sheet derived from the Method Statement/Work Package Plan (i.e. Task Briefing or 
similar) and should focus on a ‘target audience’ to ensure relevant extracts are communicated to the correct 
personnel. Those briefed are required to sign the briefing sheet to confirm understanding and ensure 
compliance. The briefing process is further explained in section 5.6. 
 

5.5 Task Briefing Sheet 

5.5.1 Purpose	
The purpose of the TBS is to provide the right information to the right people at the right time, to allow them to 
do their job safely.  
 

https://safety.networkrail.co.uk/wp-content/uploads/2017/01/WPP-Issue-2-Checklist.xls
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5.5.2 TBS Preparation 

Following the issue of the approved WPP the CRE will ensure that supporting task briefings are developed by 
nominated staff. TBS will be approved by the CRE or nominated staff as identified in the CPP.  
 
The approved TBS shall be available to the supervisor for the works a minimum of 3 calendar days prior to the 
commencement of the works.  The format for the task briefing will follow the mandatory3 specification detailed 
in Network Rail standard NR/L2/OHS/0044/F03.   
 
It is recognised that changes to TBS may arise following whiteboard meetings in the days preceding the 
works. 
 
NOTE: The Network Rail TBS template contains the minimum mandatory requirements for a brief when 
working in the railway environment. Additional headings/subheadings as required shall be provided for the 
work being undertaken, this shall be supported by the use of photographs/images, drawings, or diagrams to 
help convey information more succinctly. 

 
The information on risks, controls and resources shall be transferred directly from the WPP and detailed within 
the associated TBS and be relevant to the works being undertaken, making reference to the Network Rail 
Lifesaving Rules where applicable. The TBS should also address the site specific element – activity risks, 
interface risks, environmental risks (e.g. waste management, noise and ecological impacts) and other 
specialist risk assessments. 

 
Specialist protection requirements e.g. specific choice of hearing protection, respiratory protective equipment 
etc. must be identified within the TBS, along with task specific machinery/jobs to be listed and the radius and 
level of protection needed. 

 
5.5.3 TBS Review 

 Prior to issue, the task briefings will be reviewed by the nominated person to ensure task/activity risks and 
controls, including interface risks, are detailed in the task briefing sheet. The risks identified in the WPP shall 
be included in the TBS as appropriate. 

   
The task briefing must be appropriate to the tasks undertaken; for complex works a task briefing should be 
developed for each shift.  For less complex repetitive tasks task briefings may cover an extended period of 
work but not be for more than 14 days. 
 
Task briefings will be allocated a controlled issue number identified to the work package plan and issued 
through the project document control arrangements. Task briefings will be issued as part of the site 
documentation with copies available at site access control. 
 

5.5.4 TBS Approval 

The details of who will sign off and manage TBS’s shall be stated in the CPP (refer to clause 5.2. of the CPP 
template NR/L2/OHS/0044/F01). 

 
5.5.5 TBS Briefing 

The TBS brief allows those who are undertaking the work to understand: 
a) the scope of the work; 
b) the demands of the task; 
c) their responsibilities; 
d) the required competences, skills and abilities; and 
e) how to carry out the work without risk to themselves or others. 

 
The TBS shall always be made available at the work location i.e. where the work is being undertaken. Risk 

                                                            
3 The Network Rail TBS template contains the minimum mandatory requirements for a Task Brief when working in the railway 
environment. An organisation’s own template if it contains the same minimum level of information as NR/L2/OHS/0044/F03 and 
the client agrees to this. The use of an alternative template shall be signed off by the CEM and applied consistently across the 
project. 



Uncontrolled when downloaded or printed

 
 
 

PRODUCTION OF PROJECT DOCUMENTATION INC. CPP, WPP & TBS ENG02 

Issue no: 1 Date: 30/08/2018 Parent document: IMS Section Number - Various 

Approved for IMS: IMS Coordinator Document owner: Engineering Director Workspace file: N/A Page 12 of 15

 

Assessments should be available at the work location when required. 
 
NOTE: Copies of the TBS shall be provided to individuals if considered appropriate by the workgroup leader. 
All workers involved in the task shall sign the TBS Briefing Record once they have received and understood 
the briefing for the task. 
 
Anyone who has not been briefed or did not understand and / or sign the TBS Briefing Record shall not 
undertake work. 
 

5.6 Provision of Information – Issue and Briefing 

 During the planning process and identification of resources the responsibility for delivering task briefing as 
defined in the WPP will be clearly specified.  Those responsible for delivering the task briefing will be briefed 
on the requirements of the WPP, the TBS and risk assessments (as required) to ensure understanding of the 
planned works and the interface arrangements. 

 
Specific responsibilities in respect of this document and the management of this process are defined below: 
 

5.6.1 Project Manager 

Upon completion and authorisation of the method statements/work package plans, the Project Manager will 
ensure that a person is appointed to record on a register the method statement/work package plan unique 
number, date of issue and controlled distribution via a formal transmittal scheme to all interested parties and 
confirmation of receipt sought and recorded. 
 
Prior to planned works taking place, whiteboard and site meetings shall be held, at which the defined 
possession (or protection), isolation and working arrangements must be discussed and confirmed. This 
meeting shall be attended by representatives of those VolkerRail Businesses involved in the work processes, 
associated sub-contractors and other parties (where deemed necessary) who will be directly or indirectly 
affected by the work. 
 
The Project Manager shall ensure that the contents of the WPP are briefed to the relevant manager (delivery 
managers, supervisor) to ensure that the scope of works, hazards and risk controls associated with the works 
are understood – the briefing will be documented. 
 
It shall be the responsibility of the Project Manager to ensure a suitable process is in place for briefings of the 
Task Briefing Sheet to be given to the Supervisor of the works (SWL / SWM etc.).  Such briefings shall be 
undertaken prior to the commencement of work and prior to access onto the work site. 

 
5.6.2 Site Access Control 

Such briefings may also be supplemented by Site Access Control arrangements when provided as part of the 
project.  Where provided a copy of the applicable construction phase plan/method statement/work package 
plan, supporting documentation and task briefings will be held in the relevant site access control cabin(s). 
 

5.6.3 Supervisor 

Prior to commencement of any works on site, it shall be the responsibility of the SWL / SWM / Supervisor to 
ensure that all staff and sub-contract employees are briefed on the applicable Task Briefing Sheet / Site 
Specific Instructions. 
 
The SWL / SWM / Supervisor will utilise the information contained in the Task Briefing Sheet / Site Specific 
Instructions to brief the workgroup ensuring the bullet points identified in clause 5.5.5 above are covered. 
 
The importance of ensuring continuous compliance with the requirements of the Method Statement / Task 
Briefing Sheet throughout the duration of the works must also be communicated to all persons. 
 

 Each member of the work group will sign for receipt and understanding of the briefing, the records of task 
briefing will be retained with the site documentation. 
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5.7 Briefing of ‘Method of Work’ Details amended during the course of the works 

If during the course of site works it becomes evident that the proposed method of working detailed within any 
of the Task Briefing Sheet / Site Specific Instructions cannot be adhered to, then all requests for amending 
methods of work must be authorised by the nominated Task Briefer e.g. Line Manager or On-call Manager and 
recorded via the VolkerRail Control Centre (VRCC)., authorisation will only be granted following a documented 
dynamic risk assessment relative to the proposed new method of working. 

 
A list of personnel (other than the CRE) deemed competent to authorise site addendums to the TBS will be 
controlled by the CEM for the project and will be held within VRCC.   
 
The person authorising the changes must be familiar with the work and be in possession of the TBS and the 
risk assessments relative to the work being undertaken. Each section of the TBS must be reviewed by the 
authorising person to ensure that changes requested have been assessed with the same rigour as applied to 
the approval of the TBS when originally produced. 
 
All authorised amendments must be recorded in the ‘Changes to a Task Brief – Revised Risk Assessment’ 
section of the Task Brief and adequately briefed to the workforce, prior to continuing with the work activity by 
the SWL, COSS, Site Person in Charge, Responsible Supervisor or Duty Manager at site. Documented 
records of the issues communicated (i.e. the changes to working methodologies) and signature record sheets 
must be maintained in order to ensure that all relevant staff members have a clear understanding of the 
amendments, including the perceived additional risks as a result and the relevant control measures to be 
adopted. 
 

5.8 Changeover Arrangements 

Where a changeover of key personnel, staff and sub-contract employees is due to occur through the duration 
of the works, the changeover arrangements must be appropriately documented within the Method 
Statement/Work Package Plan and covered in the Task Briefing Sheet.  
 
The documented changeover arrangements must be strictly adhered to, to ensure that all incoming staff 
members are appropriately briefed on the status of the works. 

 At shift changeover the oncoming supervisor must establish the status of the works and where necessary 
amend the task briefing to ensure that changes to work programme and the associated risk controls are 
incorporated within the task briefing and appropriately briefed out to the work group. 

 
5.9 Contingency / Emergency Arrangements 

Where OTP/small plant breaks down or becomes defective, the method statement/work package plan and 
subsequent Task Briefing Sheet/Site Specific Instructions must detail that VRCC are contacted to make 
arrangements for the on-call company/provider to attend site, provide fitter cover or arrange for a suitable 
replacement of plant/equipment if it is to be taken out of service. 
 
For shortfalls in critical labour supply, VRCC will be notified to co-ordinate replacement cover where available 
through key supplier contacts or other worksites with the co-ordination of the relevant On-call Manager. 
 
The On-call Manager contact details must also be included in the site specific task briefing sheet. VRCC must 
be made aware of the specific plant / labour supply companies on-call contact details the week prior to works 
commencing. 
 

5.10 Audit Requirement 

The worksite delivery as described in work package plans and task briefings will form part of the HSQES site 
inspection audit programme, which will include the project HSQES team audit of 10% of WPP and task 
briefings to ensure the documents have been generated appropriately and the content and format is compliant 
with client requirements. 
 

6 DOCUMENTATION (OUTPUTS) 

 NR/L2/OHS/0044/F01 – Construction Phase Plan Template or suitable alternative 
 NR/L2/OHS/0044/F02 – Work Package Plan Template or suitable alternative 
 NR/L2/OHS/0044/F03 – Task Briefing Sheet Template or suitable alternative 
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 ENG02F01 – PC Work Package Plan Review 
 ENG02F02 – STARRT Card (LU specific) 

 
7 ISSUE RECORD 

Issue Date Comments 

1 30/08/2018 

This procedure has been updated to reflect lessons learned from using it on 
VolkerRail projects. 

This procedure supersedes SAF42, SAF42F05 and SAF42F06. 

 
8 WHAT HAS CHANGED IN THIS LATEST ISSUE AND WHY? 

 Minor editorial changes made in line with experience gained from using the document 
 This procedure has been amended to allow the use of alternative templates for the preparation of CPP, 

WPP and TBS. 
 Reference to some rule book sections removed as they did not add value 
 Definitions section updated to reflect current nomenclature and provide greater clarity of meaning  
 Revised wording on Clause 5.2 competence to provide further clarity for CEM’s on assessing 

competence of individuals required to produce documentation in accordance with this procedure 
 Clause 5.5.2 amended to remove the statement ‘There should be no risks in the TB that are not cascaded 

down from the WPP’ as it is not always feasible to amend the WPP in a timely manner to cover new risks 
 Minimum timescale for TBS availability to the supervisor for the works has been changed from 5 days to 

3 calendar days prior to the commencement of the works as 5 days was unworkable 
 Appendix A and references to it in the document have been removed 

 
9 BRIEFING REQUIREMENTS 

All new employees will receive an introduction to the Integrated Management System (IMS) at induction, 
according to the nature of the role. 
 
All employees with an email address receive the ‘Record of Revisions’ each month, which details changes to the 
IMS. All Line Managers retain the responsibility to ensure their staff are briefed on changes as appropriate.  
 
The following table defines how revised issues of this document are briefed to existing employees according to 
related specific responsibilities. 
 
This is determined using the ‘RACI’ principle. Those roles identified as ‘Responsible’ and ‘Accountable’ should 
receive a formal awareness briefing facilitated by the Document Owner. 
 

Discipline Role RACI Type of briefing 

Senior Management Engineering Director  Accountable 
None (Nominated 
Responsible Manager) 

Senior Management HSQES Director Consulted Awareness 

Senior Management Professional Heads Responsible Detailed 

Project Management Senior/Project Manager Responsible Detailed 

Delivery Construction/Delivery Managers Responsible Detailed 

Delivery Site Supervisors Responsible Detailed 

Engineering Engineering Manager Informed Awareness 

Engineering Senior/Project Engineer Informed Awareness 

HSQES VRCC Duty Controller Informed Awareness 

HSQES H&S Manager/Advisor Informed Awareness 
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Competence RACI Type of briefing 

Contractors Engineering Manager (CEM) Responsible Detailed 

Contractors Responsible Engineer (CRE) Responsible Detailed 

 
10 IMS AUTHORISATION 

Document owner approval: 

Jack Pendle, Engineering Director, 30/08/2018 

Approval for IMS: 

Paula Roberts, IMS Coordinator, 30/08/2018 
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Introduction

1.1 Purpose of the construction phase plan

1.1.1
This Construction Phase Plan describes how the health and safety risks associated with the project shall be identified and managed by the (Principal) Contractor throughout the construction phase. It has been compiled using pre-construction information provided by the Client. The Principal Contractor/Contractor may wish to add as an appendix what pre-construction information was provided by the client.

1.1.2
The procedures contained within this Construction Phase Plan do not absolve or prejudice any statutory requirements and guidelines that might be in force at any time during the contract life. The [insert Principal Contractor’s or Contractors name] shall comply with all its legal and contractual duties.

1.1.3
The specific roles and responsibilities of the Client, Principal Designer, Designer(s) and Principal Contractor, including when and how they are undertaken and discharged are contained within the Network Rail Project CDM Plan.  Contact the Client / Principal Designer for the CDM Plan; document reference number [add Network Rail CDM Plan reference number].

2 Planning for the construction phase

Additional sections and sub-headings should be added taking account of the project construction risk and specific measures necessary to control and manage the construction phase.


2.1 Project specific health and safety goals

2.1.1
Detail here the specific health and safety goals that have been agreed with the Client and Contractors. Some of these may have been defined as part of pre-construction information and project safety plan.

2.2 Project description and programme details

2.2.1
The location(s) of the construction phase are/is (briefly describe exactly where the work shall be carried out).


2.2.2
The works include (briefly describe the works to be carried out).


2.2.3
The planned start date for the construction phase of the works is (add date), finishing on (add date).


2.2.4
The key construction stages for this project are:


		No.

		Description

		Start date

		End date

		WPP ref



		1

		Erection of scaffolding to underside of bridge

		23/11/15

		25/12/15

		WPP001



		

		Others as required

		

		

		





2.3 Services and isolation points

2.3.1
In association with these works the following services shall be disconnected / connected: (If none, state none in table – do not delete the section).

		Service

		Location of services and isolation point(s)

		Planned date for connection (c) or disconnection (d)



		Gas

		Underside of bridge – isolation point at country end of bridge

		23/11/15 (d) – 25/12/15 (c)



		

		Others as required

		





2.4 Access restrictions

2.4.1
Detail in this section any access restrictions, no-go areas etc. (i.e. residential areas, power rooms). This section is not limited to access and egress to the railway. If none, state none.

2.5 Asbestos

2.5.1
Asbestos has not been identified in any of the structures or equipment on site. The (Principal) Contractor shall advise the Network Rail nominated person, as part of the H&S File information, of any unrecorded asbestos located and/or if asbestos was removed during the works so that the Network Rail asbestos register (currently Asbestos Risk Management System - ARMS) can be updated.


OR



Asbestos has specifically been found or is known to be present in the following structures or equipment:

Add in this section details of where asbestos has been located in any building, structure or equipment. This information should be part of pre-construction information provided by the Client, or following asbestos surveys. The asbestos reports are generally based on visual conditions checks of suspected asbestos containing materials (ACM’s). Dependent upon the nature of the work that is intend to be conducted on these structures / buildings the contractors as agreed and authorised with Network Rail may need to carry out further, more in-depth asbestos surveys of the “demolition / refurbishment” type prior to work commencing to discover all areas where there maybe ACM’s.

The (Principal) Contractor shall advise the Network Rail nominated person, as part of the H&S File information, of any unrecorded asbestos located and/or if asbestos was removed during the works so that the Network Rail asbestos register (currently Asbestos Risk Management System - ARMS) can be updated.

Delete relevant section above as applicable

2.6 Any line open operations


(Formerly known as “adjacent” line open operations)

2.6.1
The Principal Designer, Designer(s) and Principal Contractor have given consideration to eliminating the need for working with any lines open (ALO), prior to the use of methodology or plant and equipment controls to prevent fouling an open line.


2.6.2
During the construction phase there are no proposed ALO activities (including site deliveries).


OR


During the construction phase the following ALO activities (including site deliveries) are proposed:


		No.

		Description

		Start date

		End date

		WPP ref



		1

		RRV operations on Up Slow and Up Fast, with Down Fast and Down Slow lines open.

		23/11/15

		25/12/15

		WPP001



		2

		Delivery of RRV at access point

		20/11/15

		23/11/15

		WPP001



		

		

		

		

		






The specific arrangements for managing ALO activities shall be detailed within the appropriate Work Package Plans and Task Briefing Sheets.


The following individuals are accountable for the safe planning and delivery of ALO activities during the construction phase:


		Role

		Name

		Role



		ALO Planner

		John Smith

		Site Manager



		ALO Responsible Manager

		

		



		ALO Site Coordinator

		

		





Delete relevant section above as applicable

2.7 Temporary works


2.7.1
The Principal Contractor has given due consideration within this project for controlling the risks arising from the design and use of temporary works, including updates to the Project Hazard Register and associated risk analysis.

2.7.2
There are no temporary works associated with this project.

OR


Temporary works have been identified during the construction phase and are detailed in a Temporary Works Register.  A summary of the proposed temporary works during this project are:


		No.

		Description

		WPP ref



		1

		Construction of piling mat

		WPP001



		

		Others as required

		





Note – Contractors shall demonstrate that they have in place effective arrangements for controlling risks arising from the use of temporary works. These shall be captured in a temporary works procedure and maintained through a temporary works register.



The following individuals are accountable for the safe design, planning and implementation of temporary works during this project:


		Role

		Name

		Role



		Temporary Works Designer

		John Smith

		Site Manager



		Temporary Works Coordinator

		

		



		Temporary Works Supervisor

		

		



		Temporary Works Supervisor

		

		



		Others as required

		

		





Note: The Contractor’s Responsible Engineer (CRE) shall confirm the correct titles of the people involved with the design and implementation of the temporary works.  The CRE (Construction) may undertake the role of Temporary Works Coordinator. Where these roles are undertaken by different individuals the CRE shall record the arrangement for discharging CRE accountabilities outlined in NR/L2/INI/02009 and include these within Section 3.6 and 3.7.


Note: On larger sites, or where a number of contractors are involved, it may be appropriate for one or more Temporary Works Supervisors (TWS) to be appointed. A TWS should be responsible to the Temporary Works Coordinator (TWC) and assist the TWC in the supervision of temporary works.

2.8 Construction phase plan review


2.8.1
Describe in this section how you shall routinely review, revise and refine the Construction Phase Plan as the project develops. This should define when the Construction Phase Plan shall be reviewed i.e. changes to the scope of the works; changes to key personnel; newly identified significant hazards; findings of inspections or audits requiring changes to risk control measures; following the investigation of any health and safety events requiring changes to the risk control measures; minimum period of time for review. This section should also define who is accountable and responsible for undertaking the review and making any revisions, prior to acceptance by Network Rail.

3 Working together

3.1 Changes to key personnel

3.1.1
Detail in this section the arrangements for informing Network Rail and other parties subject to the requirements of this Construction Phase Plan of changes to the key personnel involved in this project.

3.2 CDM appointments

3.2.1
The project has been assessed against the requirements of the Construction Design & Management Regulations (CDM) 2015, and falls within the prescribed requirements as a non-notifiable/notifiable (delete as appropriate) project.


3.2.2
The following have been appointed under the CDM Regulations: 

		Client:

		NETWORK RAIL INFRASTRUCTURE LTD,


1 Eversholt Street, London, NW1 2DN



		Client’s Representative:

(as detailed in the CDM plan)

		Insert name, address and contact details:- e.g. Director, Route Asset Management, the Route Managing Director or his representative or the Project Sponsor, but this shall align with the name stated elsewhere in the Contract or project remit as detailed in the CDM Plan.



		Principal Designer: (only required for projects with more than 1 contractor) (This section can be deleted if a Principal Designer is not required under the CDM Regulations). If a PD is not appointed the Client shall fulfil all PD legal duties.

		Insert the name of the Principal Designer. If Network Rail is the Principal Designer then add: NETWORK RAIL INFRASTRUCTURE LTD, 1 Eversholt Street, London, NW1 2DN.

If the Principal Designer is not Network Rail, insert the name and full address of the company undertaking these duties.



		Principal Designer’s Representative: (only required for projects with more than 1 contractor). This section can be deleted if a Principal Designer or a Principal Designer Representative is not required or appointed under the CDM Regulations).  

		For Network Rail only insert details of Principal Designer Representative: Insert name, role, title, address and contact details of Network Rail person who has been appointed as the Principal Designer Representative.



		Person acting on behalf of Principal Designer’s Representative:

Details of the Project Manager with day-to-day responsibilities.

		Insert name, role, title, full address and contact details of the person acting on behalf of the Network Rail Principal Designer Representative.  This can be a Network Rail employee or a contractor.



		Designer(s): NOTE – There shall always be a Designer, and there may be more than one designer. Include all designers, specifiers, engineers and Network Rail design teams as appropriate, and external design advisors include those who design temporary works.

		Insert the name and full address of each Design organisation (add a new line for each designer).



		Primary contact for the Design Organisation:

		Insert name, address and contact details of the primary contact for each Design Organisation (add a new line for each designer).



		Principal Contractor: (delete “Principal” if only ONE contractor)

		Insert the name and full address of the Principal Contractor / Contractor organisation.



		Primary Contact for the Principal Contractor Organisation: (delete “Principal” if only ONE contractor)

		Insert name, full address and contact details of the primary contact for the Principal Contractor / Contractor



		Client appointed contractors:

		List here any contractors that Network Rail has appointed to the project that the Principal Contractor needs to be aware of, and manage with regards to their duties under the CDM regulations. This should not include contractors appointed by the (Principal) Contractor. If none, state none.





3.3 Network Rail project organisation

Detail the Network Rail organisation – Job titles may vary, but the key roles are suggested below.

		Role

		Name

		Contact Number



		Project Manager

		

		



		Scheme Project Manager

		

		



		Designated Project Engineer

		

		



		Project Engineer [Add Discipline]

		Note – more than one Project Engineer maybe required depending on the disciplines affected.

		



		Construction Manager

		

		



		H&S Manager

		

		



		Others as required

		

		





3.4 Principal Contractor’s delivery organisation

(Delete “Principal” in section heading if only one contractor) – Detail the delivery organisation – Job titles may vary, but the key roles are suggested below.

		Role

		Name

		Contact Number



		Project Manager

		

		



		Site Manager

		

		



		Site Supervisor

		

		



		Engineer [Add Specific Discipline]

		

		



		Construction Manager

		

		



		H&S Manager

		

		



		Others as required

		

		





The Contractor’s Engineering Manager for this project is:


		Asset / Discipline

		Name

		Contact Number



		Civil

		John Smith

		07771 123456





The Contractor’s Responsible Engineer(s) for this project are:


		Asset / Discipline

		Name

		Contact Number



		Civil

		John Smith

		07771 123456



		Others as required

		

		





It is not necessary that the (Principal) Contractor has a Contractor’s Responsible Engineer for each discipline as a specialist contractor’s engineer may be nominated as a Contractors Responsible Engineer coordinating the work via the Contractors Engineering Manager.


The following persons are nominated to act for the Contractor’s Responsible Engineer who are authorised as signatories for this project: 


		Asset / Discipline

		Role

		Name

		Contact Number

		Authorised signatory for:



		Civil

		Site Manager

		John Smith

		07771 123456

		Civils Task Briefing Sheets



		Others as required

		

		

		

		





Note: The items in the ‘Authorised signatory for’ column shall have the formal written agreement of the Designated Project Engineer as those for which the CRE can appoint as a signatory. 


The following companies, specialist contractors and/or individuals shall be involved during the construction phase:

		Name and address of company, specialist contractor or individual, etc.

		Work activity / Specialism

		Point of contact details (name and telephone number



		AA Coatings

		Grit blasting and painting

		John Smith 07771 123456



		Others as required

		

		



		

		

		



		

		

		





3.5 Communication during the construction phase

3.5.1
During the construction phase of the project the Principal Contractor shall communicate  with others, providing information about the job, coordination of the work and keeping them updated of any changes (such as site rules; health and safety information; changes to the plan, construction or materials; any delays; and, who makes key decision about how the work shall be undertaken).

3.5.2
This section defines the stakeholders that shall / may be affected by the construction phase and the communication strategy for dealing with each one:


		Stakeholder

		Communication strategy



		Network Rail Project Team, including:


· Client (Representative)


· Principal Designer (Representative)

· Designated Project Engineer 

		Provides details in each section below on the strategy for communicating (i.e. daily/shift updates, periodic progress meetings) with each relevant stakeholder in this table. This should include: who is accountable and responsible for communicating at each stage; how you should provide information on the job; how you will coordinate the work; how you shall keep them updated of any changes e.g. to site rules; to H&S information; changes to the plan or material; delays; and who will be making the key decisions about how the work will be done. 



		Designers

		



		Other Companies, Specialist Contractors or Individuals

		State not applicable if only one contractor and a Principal Contractor has not been appointed.



		Site workers (including agency personnel)

		This section should define the processes for consulting and coordinating the views of those working on the site, or their representatives, including regular site meetings as well as specific meetings to discuss H&S matters. 



		Network Rail Asset Management

		



		Network Rail – Network Operations

		I.e. maintenance and operations teams.



		Other projects

		State “none” if not affecting or affected by other projects.


Other projects include Infrastructure Projects, Maintenance, Works Delivery or External Parties managed through Asset Protection.



		Network Rail Managed Stations

		Delete where not relevant



		Train / Freight Operating Companies (i.e. stations / depots)

		Delete where not relevant



		Outside parties

		



		Others not listed

		



		Others not listed

		



		Others not listed

		





3.6 Exchange of design information

3.6.1
Describe in this section how design information shall be exchanged between the relevant parties i.e. Principal Designer, Designers and (Principal) Contractor(s) including specialist contractors who shall input into design.  Where the Client is specifying materials or inputting into design which is outside of Network Rail standards they shall be undertaking Designer duties under CDM.



Reference should be made to engineering processes (Interdisciplinary Reviews and Design Reviews) and appointments (Designated Project Engineer, Project Engineer, Contractors Engineering Manager, and Contractors Responsible Engineer) undertaken in accordance with NR/L2/INI/02009 – Engineering Management of Projects.  

3.7 Changes to design

3.7.1
Describe in this section the process that shall be implemented for any changes to the design once the Construction Phase has started, and how design shall be formally accepted by those accountable and responsible for design. This shall include the arrangements for the structured coordination between all the parties that ensures all changes to permanent or temporary works design information, including the associated hazards and significant risks, is shared and reviewed. This shall capture the involvement for engineering appointees and the review processes described in NR/L2/INI/02009.

4 Hazard management

Additional sections and sub-headings should be added taking account of the project construction risk and specific measures necessary to control and manage the construction phase.


4.1 Work involving particular risks

4.1.1
The work on this project does not involve any of the particular risk(s), as detailed in Regulation 12 (2), (Schedule 3) of the CDM Regulations 2015.

OR



The work on this project involves the following particular risk(s), as detailed in Regulation 12 (2), (Schedule 3) of the CDM Regulations 2015: (Delete risks which are not relevant)

		Risk

		How will this risk be controlled?

		WPP ref



		Work which puts workers at risk of burial under earthfalls, engulfment in swampland or falling from a height, where the risk is particularly aggravated by the nature of the work or processes used or by the environment at the place of work or site. 

		Provide details in this table as to how these risks shall be controlled throughout the construction phase. The details for each risk can be in a separate appendix to this plan. It is not sufficient to simply refer to a WPP.

		WPP 001



		Work which puts workers at risk from chemical or biological substances constituting a particular danger to the safety or health of workers or involving a legal requirement for health monitoring.

		

		



		Work with ionizing radiation requiring the designation of controlled or supervised areas under regulation 16 of the Ionising Radiations Regulations 1999.  

		

		



		Work near high voltage power lines. When considering railway projects this risk should be considered to include third rail direct current electricity and signalling power supplies.

		

		



		Work exposing workers to the risk of drowning.  

		

		



		Work on wells, underground earthworks and tunnels.

		

		



		Work carried out by divers having a system of air supply.  

		

		



		Work carried out by workers in caissons with a compressed air atmosphere.

		

		



		Work involving the use of explosives.  

		

		



		Work involving the assembly or dismantling of heavy prefabricated components.

		

		





4.2 Significant construction health and safety risks

4.2.1
The Principal Contractor shall manage the Hazard Log (or Hazard Record as defined in a Common Safety Method (CSM) for risk evaluation and assessment) during the construction phase of the project. This shall be reviewed and updated at regular intervals, or whenever there is a change that could impact the hazards and associated risks. The review shall be undertaken with input from (detail here the relevant parties i.e. Principal Designer if appointed, Designers (including representatives from any party making design decisions), and Contractor(s) including specialist contractors).   


4.2.2
The Principal Contractor shall update the list of significant construction health and safety risks based on the Hazard Log. These risks shall be communicated to all the relevant affected parties through (detail here the relevant forums i.e. site inductions, safety notices, work planning packages and task briefings). 

4.2.3
The Principal Contractor shall communicate hazards, associated significant construction health and safety risks and recommended mitigation measures that may 
impact Operators / Maintainers during or upon completion of the construction work.
The communication and any necessary provisions to support the mitigation measures for these is also integrated into (detail here the relevant processes i.e. for working next to the operational railway; the Asset Management Plan; or for bringing into operational use any element of the project an Entry into Service Strategy).

    4.2.4
The following are the significant construction safety and health risks that apply on this project: (These hazards should be project and site specific – not generic hazards such as slip, trips, and falls. These hazards are unusual or complex risks that are more likely to be missed or misunderstood by contractors or others, rather than risks that are well known and understood). 


		What are the main risks (including health) on the project / site?

		When and where will the risk be present?

		How will the risk be controlled

		WPP Ref



		Exposure of individuals to Asbestos fibres

		During demolition stage within station building.

		All site operatives to be briefed on danger and restrictions around working in or around the station building during the demolition stage. 


Demolition asbestos survey to be undertaken.


Asbestos shall be removed by licenced asbestos contractor.

		WPP 001



		Confined space

		

		

		



		Work at Height

		

		

		





5 Organise

5.1 Brief outline of work methodology


5.1.1
Provide a brief of the work methodology (This is not to be a list of the work tasks or a schedule of the Work Package Plans, but a brief description of the methodology for the project). Include any significant issues in respect of interface with organisations other than Network Rail (e.g. Station Operators, neighbours and landlords). Indicate how restrictions might affect the execution of the work and how the work will be planned to take account of these (e.g. possession and isolation requirements, neighbouring buildings, utility services, vehicular and pedestrian traffic flows).  

An example: ‘Project is a bridge replacement. Methodology is to demolish and remove existing structure utilising disruptive possessions and isolations. The replacement bridge is to be pre-fabricated off-site, transported to site via road – requiring convoy escort. Once at site the structure is to be lifted into position using two pre-positioned 500t cranes in a tandem lifting operation. Local roads will be closed. HV cabling will be re-routed prior to demolition.’ 


Note: This should include any arrangements for prioritising the work according to its potential effect upon the safety of the operational railway.  Particularly assessing and reporting delays for incomplete work that might prevent the railway being handed back for train operations at the planned time or require changes to train operations such as speed restrictions or diversions.  Planning, timescales and responsibilities should be clearly stated so the railway can commence operations without delay if work is not completed during the anticipated period(s).


5.2 Management of work package plans

5.2.1
Detail in this section the arrangements for managing Work Package Plans. 

This section should outline how Work Package Plans are managed through to acceptance, detailing who shall review the documents. 


You should also outline the process by which Work Package Plans and additional Work Package Plans arising after the commencement of work shall be reviewed and added to the project.



Note: This section should highlight the parties involved in making decisions on risks and the methodology and criteria that was used.  The determination of the risk level of each Work Package Plan shall be done in consultation between Network Rail and the (Principal) Contractor. The decision should be based on objective criteria and may be based on risk to trains, workforce, public and business. The criteria should be specific for the project and reasonable.  


5.3 Schedule for the production of work package plans


Identify and list the work packages resulting from the process in Section 5.1 “Outline of work methodology” including those that require acceptance by Network Rail. Identify the lead time required by the Contractor to arrange the resources to properly plan and execute the work safely so that the target date for completing each Work Package Plan document can be determined accordingly. The key dates for planned preparation, review and approval by the (Principal) Contractor’s organisation should also be listed. 

(Include those requiring Network Rail acceptance. Note: these should be scheduled in order for them to be returned to the (Principal) Contractor at least 21 calendar days prior to commencement of physical works).

		WPP Reference

		WPP Title

		Planned Preparation Date

		Network Rail Acceptance

		Issue date to Network Rail

		Activity Start Date



		WPP001

		Cable bridge installation and cable slew

		31/10/15

		Yes / No

		23/11/15

		01/01/16



		

		

		

		Yes / No

		

		



		

		

		

		Yes / No

		

		



		

		

		

		Yes / No

		

		





5.4 Site emergency arrangements


The (Principal) Contractor shall carry out a project specific assessment of the likely emergencies that could occur during the construction phase and present the arrangements for dealing with them in this section.  A number of headings (which is not an exhaustive list) with advice are provided below which can be populated or deleted as appropriate.  If the site has issues not considered in the standard headings (e.g. working above a river) the (Principal) Contractor is to add them and bring them to the attention of the Network Rail project team.

5.4.1 First aid arrangements

5.4.1.1
Detail in this section the results of the project specific first aid risk assessment taking into account the likely emergencies (details should be provided as an appendix). This should identify the type and level of injury that could arise on the site and base their first aid arrangements; including the number and qualifications of first aiders and the equipment that shall be available, on this assessment.

5.4.2 Evacuation procedure


5.4.2.1
Detail in this section an overview of the evacuation procedure (details should be provided as an appendix). This shall take account of both the need to evacuate the site as a whole and the evacuation of an individual casualty.  It is not sufficient to simply provide directions to the nearest hospital.  Plans should take account of the need to remove an insensible person from the railway environment to a place where they can be placed into professional medical care. The arrangements should include a means of accounting for all persons present on the site.

5.4.3 Fire safety

5.4.3.1
Detail in this section an overview of the fire safety plan (details should be provided as an appendix). The fire safety plan shall be based on the actual risk of fire present on the site.  This should include measures to prevent a fire starting (e.g. control of hot works, smoking and refuelling activities), the method of raising the alarm with all people on site and any firefighting arrangements provided. The plan should also contain details about the need for any temporary fire alarm panels or connections to current fire alarm panels; also the need to locate fire alarm equipment (i.e. smoke or heat detectors) that might be affected during the construction phase. 

5.4.4 Security


5.4.4.1
Detail in this section an overview of their site specific security arrangements. The site specific security arrangements shall be based on the pre-construction information that prevents unauthorised access to the worksite and also prevents the construction work from effecting members of the public.  For sites that are likely to attract unwelcome attention the (Principal) Contractor is to make contact with British Transport Police and/or the respective Network Rail Route Crime Prevention specialist.

5.4.5 Summoning emergency services


5.4.5.1
Detail in this section how emergency services will be summoned during the construction phase. Arrangements shall be put in place for the summoning of emergency services to the site. This will include specific information of who will summon the emergency services; who will meet the emergency services and where; and how the emergency services can access the site.  This may require prior contact to be made with the emergency services to establish the way to achieve these requirements.

5.4.6 Railway emergency (trains and electrical)

5.4.6.1
Detail in this section the procedures for managing railway emergencies. Site specific arrangements should be in place to:

a. Stop trains in an emergency; and

b. Isolate the hazard of electricity (for example and including the following supplies: 25//33/66kV AC, 750V DC, 415V 3 phase AC and 240V AC).

5.4.7 Asbestos


5.4.7.1
Detail in this section the site specific arrangements for responding to the discovery of asbestos containing material (ACM) on site. These arrangements should include information for people on site to stop work and obtain competent advice for the identification and disposal of ACMs.

5.4.8 Utilities


5.4.8.1
Detail in this section the site specific arrangements for responding to the discovery of utilities not anticipated during the planning stages. These arrangements should include the emergency contact details for all utilities operating in the location where the construction work will take place.

5.4.9 Other emergency arrangements 

5.4.9.1
Detail in this section the arrangements for any other emergencies that could potentially arise, that are not listed above e.g. a site permanently located over water. This paragraph can be deleted if no other potential emergencies are identified. Additional paragraphs can be added, if more than one potential emergency has been identified.


5.5 Safety and environmental event reporting and recording

5.5.1
Detail in this section the arrangements (including timescales) for the reporting and recording of safety and environmental related events that occur during construction works. This shall include accidents, incidents (including operational close calls and environmental incidents) and close calls.

These arrangements should include the contact details for reporting within Network Rail (i.e. the relevant Route Control and/or Project Control Room). Arrangements for the investigation report to be sent to the Network Rail nominated person are to be included together with the reporting timescales, and who is responsible.


Action plans are to be agreed with the Network Rail nominated person and monitored through the project reporting processes. The (Principal) Contractor should maintain their own close call reporting system and report on the close calls being reported to them, together with actions taken, to the Network Rail nominated person.


5.6 Site Specific Rules

5.6.1
Detail in this section specific rules for the site(s) that would not normally be expected. This could include restrictions on site working; specific hazards that have to be continually managed; restricted areas etc.; arrangements for the reporting and recording of safety and environmental related events (including close calls) that occur during construction works.



These site specific rules should be included in site specific inductions and clearly communicated to everyone on site. Include reference to your work safe procedure. The Work Package Planning process and task briefing process provides the arrangements for imparting detailed information to all workers.  If used effectively, this will make the provision of long lists of general rules unnecessary.

5.7 Induction

5.7.1
Detail in this section the site specific arrangements for inducting people on the site(s).  This shall include details of how this Construction Phase Plan and the Work Package Plans will be briefed to all personnel.  


5.7.2
All personnel working on this site shall have been through the Network Rail Industry Common Induction and their site induction shall focus on the following site specific significant risks as detailed in Section 4.

OR



All personnel working on this site shall receive a general briefing on the health, safety and environment issues relating to this project and information on the following site specific significant risks as detailed in Section 4.


Delete relevant section above as applicable


5.7.3
Everyone working on this site(s) shall receive a shift briefing where they shall be advised of shift tasks and site hazards.


5.7.4 
All visitors to this site shall receive a briefing that covers the activities whilst on site. They shall be accompanied at all times by a member of site staff that has been briefed on the site activities and hazards preventing the visitor to exposure to unnecessary risks.

5.8 Welfare

5.8.1
Provide in this section details of the welfare arrangements to be provided on site. This shall identify the maximum number of people that will be on site at any one time during the construction phase; demonstrate that the welfare arrangements that will be in place (i.e. number of toilets, wash hand basins, eating facilities, drying facilities, PPE and personal storage arrangements) are suitable and meet the requirements of both the Workplace (Health, Safety and Welfare) Regulations 1992, NR/L3/INI/CP0036 and Network Rail standards and procedures.

5.9 Monitoring arrangements


5.9.1
Detail in this section the (Principal) Contractor’s monitoring arrangements that will apply during the construction phase.



This should include (but is not limited to):


· Inspections by site management of the compound, work area etc.;


· Inspections by people not immediately involved in the project e.g. company HSEA specialists;


· Safety tours / safety conversations by senior company managers;


· Specific inspections in relation to works being undertaken e.g. lifting operations, scaffolding, encapsulations etc.;


· Medical interventions required for legal compliance e.g. hearing testing, blood tests for lead, HAVs, etc.;


· A strategy for drug and alcohol monitoring/testing during the project; and


· Periodic reviews and audits of the site and its management by persons external to the site team.


All these activities shall be reported to the Network Rail nominated person during project update meetings.


5.9.2
Detail in this section the programme of monitoring activities that has been set out by Network Rail to provide assurance to the Client that the arrangements in place for delivering the project are also delivering the required levels of health and safety for those doing the construction and those that will be involved with the asset in future.


These activities may also involve specialists from construction management, health and safety, and audit and assurance disciplines as well as members of the project management team and senior managers from Network Rail. This can include (but is not limited to):


· Planed General / Task Specific Inspections of the site, work area etc; 


· Safety tours / safety conversations by senior managers;


· Specific inspections in relation to works being undertaken e.g. lifting operations, scaffolding, encapsulations etc.;


· Periodic reviews and audits of the site and its management by persons external to the site team; and


· Inspections following safety events.

5.10 Management reporting arrangements


5.10.1
Provide details in this section on the reporting arrangements for the project.

The (Principal) Contractor and the Network Rail nominated person will agree the reporting arrangements for the project.  This will include but not limited to:


· Project start up meeting – to agree arrangements for the project, roles and responsibilities, lines of communication and reporting;

· Periodic project progress meetings;

· Readiness reviews – for example T-26, T-12, T-8 and T-4 meetings, or those associated with the Delivering of Work Within Possessions (DWWP);

· Design review meetings;

· Client update meetings; and

· Method of calling other meetings, as required for dealing with specific issues relating to the project.


6 Health and safety file

6.1 H&S File

6.1.1.
Detail in this section the arrangements for providing H&S information both during and at the end of the construction phase in accordance with NR/L2/INF/02202. This should include:


· The information that will be needed relating to the asset(s) being worked on (this should be requested via the QF705) or in writing to the Client Representative;

· How the H&S File will be compiled (as agreed in QF703); and,


· On large projects or projects that involve a number of separate sites it may be possible to update the health and safety information as each distinct part of the project is completed. The process and format of how this will be undertaken should be detailed and agreed with the Client Representative and NRG using the QF703.


Note - The Client is responsible for maintaining the health and safety information on all the assets under their control.  At the earliest possible stage the Network Rail nominated person should agree with the asset owner what type of information will be needed relating to the asset being worked on and in what form this information has to be provided i.e. the Asset Management Plan. 

Once these discussions have been completed the project manager will complete the required agreements with NRG and inform the Designer and (Principal) Contractor of the requirements. These requirements should be formalised within this section. During the project the Network Rail nominated person will seek assurance from the (Principal) Contractor that the information is being gathered as agreed in the QF703; this will normally be done during project update meetings.


At the end of the project the Network Rail nominated person will confirm with the (Principal) Contractor that all the required information has been provided.


The Network Rail nominated person will provide a copy of all the post project health and safety documentation to NRG (and to the asset owner(s) as requested).


APPENDICES – Supporting information

Examples:


· Project driving policy


· Project fatigue management policy

· Project welfare assessments
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Important notes for completing this document


Text in Black


This text should not be deleted or changed as it contains the minimum requirements that should be used for the production of all Work Package Plans.  

Additional sections and sub-headings should be added taking account of the project construction risk and specific measures necessary to control and manage the package of work.

Text in Red
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Text in Blue


This text, if required should not be changed and its colour altered to black. If this text is not applicable then it should be deleted. 

Text in Green


This text provides guidance, advice and instruction.  Delete all green text prior to document issue.

* delete above instruction box prior to document issue.
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Introduction

1.1 Brief outline of work methodology

1.1.1
In this section provide an outline of the work methodology. 


This section needs to reflect the Construction Phase Plan (CPP) and the package of work is to be clearly identifiable. It should not be a complex description, but provide sufficient detail to assess the risk control measures in the context of the work being planned. Include:


1. Working arrangements with organisations other than Network Rail (e.g. Station Operators, trackside neighbours). 

2. Indicate how restrictions might affect the execution of the work and how the work will be planned to take account of these (e.g. possession and isolation requirements, neighbouring buildings, utility services).  

Example 1: ‘This project is a bridge replacement. This WPP concerns the demolition and removal of the existing structure using disruptive possessions and isolations. Local roads will be closed in agreement with the local council. HV cabling will be re-routed prior to demolition; the existing bridge deck is to be lifted free of the abutments and removed from site using a 500t crane to be set-up for working the day prior to lift. This area is to be controlled via a plant movement supervisor. The abutments will be demolished using long reach excavators with breaker attachments...’



Example 2: ‘The project is to stabilise the embankment at 32 miles 48 chains between Ash Vale and Aldershot. This work package relates to the installation of sheet piling on the down line embankment, at 4 metres from the nearest running line, using a Movax type high frequency vibrating piling hammer on a 360 excavator. Due to the close proximity to the running line all work will be undertaken during line blockages to eliminate any line open (ALO) operations…’


1.1.2
The following tasks support this Work Package Plan:


		Reference & Prepared by:

		Task Briefing Sheet Title

		Activity Start Date



		TBS001; John Carter

		Piling operations

		23/11/16



		TBS002; TBC

		Crane set-up

		14/12/16



		TBS003; Rosemarie De Val

		

		



		

		

		





1.2 Principal Contractor’s delivery organisation

1.2.1
The following individuals from the Principal Contractor’s organisation will be involved during this work package: Detail the delivery organisation – Job titles may vary, but the key roles are suggested below.


		Role

		Name

		Contact Number



		Project Manager

		

		



		Site Manager

		

		



		Site Supervisor

		

		



		Contractors Engineering Manager 

		

		



		Contractors Responsible Engineer (Add Discipline)

		

		



		Temporary Works Coordinator 

		

		



		Engineer [Add Specific Discipline]

		

		



		Construction Manager

		

		



		H&S Manager

		

		



		Add others as required

		

		






If Any Line Open activities and/or Temporary Works are being undertaken during this package of works then the main duty holders (i.e. ALO Responsible Manager, Temporary Works Coordinator) should be listed in this section above.  If the same person is undertaking multiple roles state this, for example, you may use the CRE name twice if they are also undertaking the Temporary Workers Co-ordinator role. 


Further guidance regarding excavations: Management of Shoring in Excavations. Part1 Management Process, and Management of Shoring in Excavations. Part 2 Hazard Identification for Risk Assessment


1.2.2
The following companies, specialist contractors and/or individuals will be involved during this work package: These should be defined in the Construction Phase Plan.

		Name and address of company, specialist contractor or individual, etc.

		Work activity / Specialism

		Point of contact details (name and telephone number



		AA Piling

		Sheet Piling

		John Smith 07771 123456



		AA Crane company

		Crane hire

		John Norman 07776 123456



		Add others as required

		

		





1.3 Resources


1.3.1
The following resources will be used for this work package:


Detail in this section the documents that provide detail of the work being undertaken. Add table detailing applicable Approved for Construction (AFC) Design Documents:


1. Document Title


2. Document Reference 



These should normally include the relevant Drawings, Specifications and associated Designers Risk Assessments. Copies should be attached in the Appendices and added into the Task Briefing Sheet.


People

		Number of People and their competence

		Task



		This section should consider the minimum numbers required to undertake each task safely considering skills and competencies. This should also consider operators of plant, machinery, engineering trains, etc.

		TBS001



		Add others as required

		






Plant, Equipment and Tools

		Quantity of Plant, Equipment and Tools

		Task



		This section also covers plant, equipment and tools such as scaffold, lighting, generators, hand tools, etc.

		TBS001



		Add others as required

		






Materials

		Quantity of Materials

		Task



		200 x 9 metre sheet piles

		TBS001



		Add others as required

		





2 Working Together

2.1 At site communication

2.1.1
Detail in this section means of communication including systems to be made available and any back up system to be available where required between site operatives for example, signal boxes, crane operatives, on call managers etc. Include: the conditions where communication failures might require work to be stopped or restricted; means of communication at site within work groups and outside parties. Consider alternative means of communication in areas of poor coverage for mobile phones.

2.2 Contact details

2.2.1
The following are the main contacts for this work package: Examples include key members of the Network Rail project team, British Transport Police, Environment Agency, third parties, public utilities and services, etc. (Railway signalbox and electrical control room contact details should be provided in section 5.1.6).

		Name

		Role

		Organisation

		Contact details

		Tick to confirm number works and has been tested



		Jon Vu

		Project Manager 

		Network Rail 

		07771 123456

		  



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		





2.3 Other parties involved with the package of work (interfaces details)

2.3.1
The following working arrangements will apply with all parties / organisations that have been identified with this work package: Examples include Network Rail (Infrastructure Projects, Maintenance or Works Delivery) works, Train or Freight Operating Companies, or other external parties such as land owners, highway and utility organisations.

		Interfacing Organisation

		Interface Point for:

		Point of Contact and contact details

		Interface arrangements



		Network Rail Track Renewals

		 platform work

		Abdul Kahar, Track Renewals Site Manager, 07771 123456

		Provides details in each section below on the arrangements for managing the interface with each organisation.


This should include: who is accountable and responsible for communicating at each stage; how you should provide information on the job; how you will coordinate the work; how you will keep them updated of any changes e.g. to site rules; to H&S information; changes to the plan or material; delays; and who will be making the key decisions about how the work will be done.



		Add others as 

required

		

		

		





3 Hazard Management

3.1 Work involving particular risks

3.1.1
The work in this package does not involve any of the particular risk(s), as detailed in Regulation 12 (2), (Schedule 3) of the CDM Regulations 2015.

OR



The work in this package involves the following particular risk(s), as detailed in Regulation 12 (2), (Schedule 3) of the CDM Regulations 2015: 

Refer back to the CPP, and add risks which are relevant. If any of these particular risks are considered significant (post mitigation controls) during this works, then this Work Package Plan will need to be accepted by Network Rail.  Also refer to the CPP schedule of WWP’s that require Network Rail acceptance

		Risk

		When and where will the risk be present?

		Permits Required

		How will this risk be controlled?



		Risk falling from a height. 

		Detail the task number i.e. TBS001. Risk will be present during demolition stage within station building.

		Add details of any permits required i.e. confined space permit & WaH Permit.

		Details in this table as to how these risks will be controlled throughout the work package. For example: All site operatives to be briefed on dangers and restrictions around working in or around the station building during the demolition stage.  Ladders will be issued using a permit system.



		Work near high voltage power lines. 

		This risk should be considered to include third rail direct current electricity and signalling power supplies.

		

		



		[Add risk from Schedule 3]

		

		

		





3.2 Significant railway and construction risks


3.2.1
The following are the significant railway and construction safety and health risks that apply during this work package: 


These hazards should be site and activity specific and supported with the associated risk assessment activity specific to it. The Work Package Plan should be submitted to Network Rail for acceptance if: 

1. Hazards are present that give rise to risks that are assessed to have a significant impact (post mitigation) on the safe operation of the railway and/ or the health and safety of workers.


2. The mitigation measures put in place to control risk are unusual, complex, or rely on a high level of engagement or competence within the workforce or other stakeholders.  


3. There is the likelihood of a significant level of change to the assessed risks due to emerging conditions on site or the immature level of detail presented in the design documentation. 


		What are the main risks (including health) during this Work Package?

		When and where will the risk be present?

		Permits Required

		How will the risk be controlled



		Exposure of individuals to Asbestos fibres

		Detail the task number i.e. TBS001, then state when and where the risk will be present, such as during demolition stage within station building.

		Add details of any permits required i.e. confined space permit

		Provide details in this table as to how these risks will be controlled throughout the work package. For example: All site operatives to be briefed on dangers and restrictions around working in or around the station building during the demolition stage. 


Demolition asbestos survey to be undertaken.


Asbestos will be removed by licenced asbestos contractor.


The controls will also include details of the planned railway safe system of work to be adopted i.e. use of line blockages, possessions and worksites or DC/AC isolations.



		Any Line Open Operations

		

		

		



		Temporary Works

		

		

		



		Add others as required

		

		

		





Additional sections and sub-headings should be added taking account of the project construction risk and specific measures necessary to control and manage this Work Package Plan.  Appropriate risk assessments should be added into the Appendix.


3.3 Lifesaving rules

3.3.1
In this section address specific hazards in line with the Network Rail Life Saving Rules. You may want to create a grid table picturing the LSR logos and cross reference the tasks that present the hazards.  If you use this approach do not repeat information detailed in sections 3.1. and 3.2 (above). 

4 Environmental and Waste Management Arrangements

4.1 Environmental management arrangements

4.1.1
Detail in this section the arrangements for protecting the environment during this package of work. If this section is not relevant, state there are no environment management arrangements required for this work package. Add Environmental Managers name in this contacts section 1.2.1 of the WPP.

4.2 Waste management arrangements

4.2.1
Detail in this section the arrangements for managing waste during this package of work. If this section is not relevant, state that there are no waste management arrangements required for this work package.

5 Emergency Arrangements

The guidance Health and Safety in Construction (HSE150) provides some essential reading for understanding and managing common hazards and risk controls on construction sites.


5.1 Site emergency arrangements


The (Principal) Contractor will carry out a project specific assessment of the likely emergencies that could occur during this package of work (in line with risks highlighted in section 3 and 4) and detail the arrangements for dealing with them in this section.  A number of headings (which is not an exhaustive list) with advice are provided below which can be populated or deleted as appropriate.  If the site has issues not considered in the standard headings (e.g. working above a river) the (Principal) Contractor will add them and highlight the risk to the Network Rail project team.

Where the arrangements might require their own Work Package Plan (e.g. rescue from water, rescue from height or discovery of asbestos) reference should be made here to those plans.  Each plan should be briefed to all those involved in this package of work.

5.1.1 First aid arrangements


5.1.1.1
Detail in this section the first aid risk arrangements (taking into account the likely emergencies) for this package of work. Align to the risks already identified including the likely injuries on site, the number and qualifications of first aiders and the equipment that will be available.  Consider the site distribution on these resources on a large site. Attach the risk assessment as an Appendix.

5.1.2 Evacuation arrangements

5.1.2.1
Detail in this section the evacuation procedure for this package of work. This is not simply the directions to hospital.  It should consider the need to evacuate the site as a whole, the evacuation of an individual casualty, arrangements for removing an immobile casualty from the railway environment to a place where they can be placed into professional medical care; the means of accounting for all persons present on the site is required.

5.1.3 Fire safety arrangements

5.1.3.1
Detail in this section the specific fire safety arrangements for this package of work. Align to the site location, work methodology and risks identified. It should include the method for raising the alarm and any firefighting arrangements. Attach the risk assessment as an appendix. 

5.1.4 Security arrangements

5.1.4.1
Detail in this section the security arrangements for this package of work. Align to the site location, work methodology and risks identified.

5.1.5 Summoning emergency services


5.1.5.1
Detail in this section how emergency services will be summoned during this package of work. Align to the site location, work methodology and risks identified. Arrangements should include who will meet the emergency services and where; and how the emergency services can access the site.  This may require prior contact to be made with the emergency services to establish the way to achieve these requirements.

5.1.6 Railway emergency (trains and electrical)

5.1.6.1
Detail in this section the procedures for managing railway emergencies during this package of work. Align to the site location, work methodology and risks identified. Arrangements should be in place to:

a. Stop trains in an emergency; and


b. Isolate the hazard of electricity (for example and including the following supplies: 25//33/66kV AC, 750V DC, 415V 3 phase AC and 240V AC).


This section should include the details of the applicable signalbox(s) and electrical control rooms.

5.1.7 Asbestos


5.1.7.1
Detail in this section the procedures for responding to the discovery of asbestos containing material (ACM) on site. These arrangements should include information for people on site to stop work and obtain competent advice for the identification and disposal of ACMs. These arrangements should be documented even if asbestos has not been identified in any surveys. Reference can be made to a specific Work Package Plan detailing the arrangements for managing asbestos. However briefing of such arrangements should be evidenced.

5.1.8 Utilities


5.1.8.1
Detail in this section the procedures for managing the discovery of utilities not anticipated during this package of works. These arrangements should include the emergency contact details for utilities operating in the location where the construction work will take place. 

6 Work Package Arrangements

6.1 Site Layout

6.1.1
Provide in this section details of the site layout. This should include photograph(s), diagrams or plans of sites of work so that everyone understands the layout of where they will be working, not just the location of site welfare.

6.2 Access and Egress

6.2.1
Provide in this section details of the arrangements for access and egress. Include all routes to site(s) of work for people, tools, plant (including rail plant), equipment and materials. In multi-location sites, detail each point of access and egress (may be included as an Appendix) preferably with photographs / illustrations, etc. These details can then be used to compile the Task Briefing Sheets for conducting briefings on each particular site. 


Works should be planned using the most suitable and safest means of access and egress. For example, when planning Welding Operations/duties, consider access and egress for the staff, machinery/plant and the consumables they will be need when performing their task.

6.3 Welfare

6.3.1
Provide in this section details of the welfare arrangements to be provided on site for this package of work. This will confirm that the facilities provided are sufficient for the number of people identified in Section 1.3 in accordance with the requirements of: the Workplace (Health, Safety and Welfare) Regulations 1992, Network Rail standards (e.g. NR/L3/INI/CP0036). Confirm compliance with NR/L3/INI/CP0036 Appendices A & B.

6.4 Rail Traffic Management

6.4.1
Provide in this section the arrangements for managing rail traffic during this package of work. This section should include details of how rail vehicles movements will be managed, including the interfaces and means of communication for planning and delivering safe rail movements between other contractors and Network Rail teams within a possession and worksite. This section should also provide details of the planned rail movements including engineering trains, on-track machines, and on-track plant. If this section is not relevant, state that there is no rail traffic applicable within this work package.


This section should also detail the arrangements for managing Any Line Open (previously Adjacent Line Open – ALO) operations relating to rail vehicles. A copy of the ALO Plan should be attached as an appendix. Reference can be made to a specific Work Package Plan detailing the arrangements for ALO operations; that Work Package Plan should be briefed to those involved in this package of work if ALO is applicable during this package of work. 

6.5 Road Traffic Management

6.5.1
Provide in this section the arrangements for managing road traffic during this package of work. This section should include details of how road vehicles, including parking, will be managed, especially in relation to vehicle and pedestrian segregation. Special attention should be given to traffic management arrangements that will affect the normal operations of all types of level crossings. If this section is not relevant, state that there is no road traffic applicable within this work package.


This section should also detail the arrangements for managing any line open (ALO) operations relating to road vehicles, including deliveries. A copy of the ALO Plan should be attached as an appendix. Reference can be made to a specific Work Package Plan detailing the arrangements for ALO operations; that Work Package Plan should be briefed to those involved in this package of work if ALO is applicable during this package of work.

7 
Hand Over and Hand Back Arrangements

7.1 Hand over and hand back arrangements

7.1.1
Detail in this section the arrangements for handing the site to another contractor and/or hand back of service to the asset owner at the end of the work. Consider taking photographs before and after the work - this will be helpful should there be disputes over the condition the site. Include any arrangements for prioritising the work according to its potential effect upon the safety of the operational railway.  Planning, timescales and responsibilities should be clearly stated so the railway can commence operations without delay if work is not completed during the anticipated period(s).

APPENDICES – Supporting information

Examples:


· Fire Risk Assessment


· First Aid Risk Assessment


· ALO Plan


· References and other resources such as Network Rail Standards applicable to the WPP (not a generic list of standards that ‘maybe’ useful).

· Photos of Access and Egress


· Appendix A & B to NR/L3/INI/CP0036


· Approved for Construction (AFC) drawings (mark as “uncontrolled copies” when uncontrolled)

· Emergency arrangement for contacting utilities.
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		WPP ref:  123456



		TBS Issue: Add issue status



		Date: Add date of issue





This is document reference: NR/L2/OHS/0044/F03 issue 2



Task Briefing Sheet


Prepared by:

...............................................………........ (Print Name)   ................................................ (Signature)


.................................................…….……. (Job Title)       ................................................ (Contact Number)


………………………… 
 (Date Prepared)

Approved by:

...............................................………........ (Print Name)   ...............................................…. (Signature)


.................................................…….……. (Job Title)       ............................................……. (Contact Number)


………………………… 
 (Date Approved)

Notes for the person(s) producing the Task Briefing Sheet (TBS):


The information provided in the TBS should be pitched appropriately, considering the level of training, knowledge and experience of the staff.  The information must be relevant and up- to-date, taking into consideration all associated significant risks that have been identified with the work, and on-site conditions.  


The information in the TBS needs to include all details on the preventive and protective measures.  Do not over burden the TBS with unnecessary information or detailed risk assessments. 


The TBS should be provided in a form which takes account of any language difficulties or disabilities.  Information can be provided in whatever form is most suitable, as long as it can be understood by everyone. 


Important notes for completing this document


Text in Black


This text shall not be deleted or changed as it contains the minimum requirements that shall be used for the production of all Construction Phase Plans.  

Additional sections and sub-headings shall be added taking account of the project construction risk and specific measures necessary to control and manage the construction phase.


Text in Red


This text should be completed providing contract specific information for the works being proposed. Additional headings and/or information may be added and unused text deleted. 


Text in Blue


This text, if required should not be changed and its colour altered to black. If this text is not applicable then it should be deleted. 


Text in Green


This text provides guidance, advice and instruction.  Delete all green text prior to document issue.

* delete above instruction box prior to document issue.

PART A

Task Title:
______________________________________ TBS Ref: _________


		1. Introduction



		· Add the name of Company doing the work.


· Add the Work Package Plan and task brief reference.


· Stipulate timescale for use.


· Add the document expiry date: review date for work longer than 14 days or if the risks change or the control measures are deemed to be insufficient.



		2. Brief Description & Management of Task 



		· Provide a brief description of the work/task and location.

· Identify how work should be authorised to start and by whom. 


· Provide contingencies arrangements if things are not as expected; e.g. task/work needs to change, task/work is not as expected or if the task/work is not going to plan, or ‘stand down’ if necessary.

· Identify how work should be authorised to finish and by whom.



		3. Handover Arrangements 



		Where applicable, provide details about handover to another contactor or supervisor; for instance include shift/handover arrangements and actions required on completion of the work, including site clear up, housekeeping, any specific security arrangements.



		4. Control of Site & Activity Risks



		Detail here the site specific task/work activity risks and controls.  When completing this section refer to the information in the Work Package Plan section 3.1 (work involving particular risk; CDM15 Regulation 12 (2) - only identify significant risks and the relevant controls.



		5. Resources 



		Describe the resources required to do the task in terms of 9 (refer to the information in the Work Package Plan section 1.3):


· People (minimum numbers required to undertake the task safely considering skills and competencies)

· Specialist PPE (detailed what is required and by whom)

· Machines (include quantities)

· Materials (include quantities)

· Tools (include handheld and power)







		6. Site details relevant to Task



		a. Location

		Provide any further information necessary to describe where the work is to be done.  



		b. Safest Access & Egress Point

		Provide details on how staff will access the site of work/task. This section must also consider the tools and equipment staff will be carrying. When completing this section refer to the information in the Work Package Plan section 6.2.



		c. Our Workforce Protection Arrangements

		Briefly describe the protection arrangements required for the safe delivery of the work e.g. traffic management, footpath diversions, and service isolations. When completing this section refer to the information in the Work Package Plan section 3.2.

When working on or near the line reference must be made to the Safe System of Work Pack required by NR/L2/OHS/019 (SSoW Pack). Do not repeat information from the SSoW Pack.



		d. Safeguarding Others from our work 

		Summarise the arrangements required to be put in place to safeguard those potentially affected by this task/work e.g. public, neighbours, environment or other work groups at the work location. 



		e. Permit/s

		Detail the permits required to be available including person/s responsible for their issue at this site/activity before the work commences.    



		f. Plant and machinery Movements 

		Summarise movements of any plant and/or machinery that could affect the work/task prior to, during, or after the works.  This shall include details of how exclusion zones and traffic routes will be managed.



		g. Communication 

		Summarise the means of communication available and any backup systems or restrictions required should communications fail.  



		h. Emergency Arrangements

		· Detail the first aid arrangements for this task/work


· Document the agreed assembly point and meeting place (RVP) for emergency services


· Detail the responsible person for calling emergency services


· Detail the responsible person for meeting emergency services



		i. Welfare

		Summarise the welfare arrangements for this work and workgroup. 





		7. Changes to the Task Briefing Sheet



		a. Record of Change

Record here any changes that need to be made to this briefing sheet. State which section/s in the box on the right.

If any of the details in this briefing sheet do not match circumstances on site, record the differences and what change/s will need to be made. Seek authorisation before implementing change/s.

		.






		b. Change authorised by:

		Write here the name of the responsible person that has authorised the change/s. 

_____________________________________


Authorisation reference: _________________






  PART B

Principal Contractor: Add name of Principal Contractor

Responsible Contractor(s): Add name of Responsible Contractor(s)



Briefers declaration:   

The briefer confirms they are satisfied with the TBS and the information is correct. Suitable risk controls are in place as detailed in the TBS.  I have confirmed the workgroup understands the briefing before any work is carried out.

Briefing given by: _______________________________________________________

		Name

		Sentinel Number / Site Pass Number

		Position

		Signature



		

		

		

		





By signing below I confirm that I have received and understood the briefing for this task. If the TBS briefing does not cover your activity, risks, or the controls are not in place as described in the TBS, do not sign this sheet and report it to the briefer immediately and submit a close call.

		Print Name

		Sentinel Number / Site Pass Number

		Signature

		Date & Time
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