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ASSESSMENT FOR RIICSG401D

	Student name
	

	Date of assessment submission
	Click here to enter a date.


	Trainer/Assessor’s name
	

	Date of assessment marking
	Click here to enter a date.
	Outcome for Assessment
	☐ Satisfactory
☐ Not Satisfactory

	Trainer/Assessor’s comments
	



Students must complete assigned tasks for this unit.
	Instructions to Student
You are required to:
· Complete task within the time allowed: =  as scheduled in the session plan
· Use safe work practices, including use of PPE, throughout the task
· Work in small groups to produce the required outcome(s), as instructed
· Contribute equally to all group tasks
· Maintain a record of your own work 
· Maintain a ‘Project Diary’ that details key events as they occur throughout the day
· Produce a ‘Civil Work Plan’ and ‘Final Report’, resulting from participation in a simulated case Study assessment activity
· Present a briefing session to the group

Tasks:
1. Maintain an accurate log of the day’s events to be used as a Project Diary and submitted as part of your evidence requirements for the overall assessment of your competence.
2. In a small group, you are required to assume the role of ‘Civil Works Supervisor’ and complete Part A of the ‘Flatchat Construction’ Case Study.  Your Assessor will provide you with the case study and all other documents that are associated with the case study; i.e.:
a. ‘Flatchat Construction’ Case Study – Part A
b. Site Map
c. Plan Template
d. SWM Template
e. Access to the internet
f. Chart/butcher’s paper and pens
3. You are required to conduct a 15minute briefing session to the group, using the scenario from the Flatchat Construction Case Study.  Your Assessor will supply any media or other support equipment you require, by prior arrangement, as well as provide you with a schedule so that you will have adequate time to prepare.
4. In the same small group as Assessment Task 1, you are required to assume the role of ‘Civil Works Supervisor’ and complete Part B of the’ Flatchat Construction’ Case Study.  Your Assessor will provide you with the case study and all other documents that are associated with the case study; i.e.:
a. ‘Flatchat Construction’ Case Study – Part B
b. Site Map
c. Report Template
d. Access to the internet
e. Chart/butcher’s paper and pens

Please access, interpret refer to any relevant documentation, regulations and policies so that your work is compliant during the activities.
As part of the activities (during your Job Plan) you are required to confirm that the relevant resources will be available (for the purposes of simulated activities  
As a simulated activity, the three (3) activities – Civil works plan, report and presentation are designed to ensure you are able to demonstrate the principles of civil concrete structures construction on more than one occasion and show an understanding of how to interpret project contract work and specification requirements.

Pre-requisite Unit
Nil

	FOR TRADES 
Materials and Equipment: Relevant Legislative requirements, appropriate Australian Standards, applicable Manufacturer's Technical Data, adequate and appropriate Organisation's Risk Assessment and Safe Systems of Work, PPE, paperwork requirements and all the appropriate tools and test equipment.



This information is to be handed to each student to outline the assessment requirements. 
This assessment will be conducted on the last day of the program where the candidate (you) will produce a Work Plan and a Job Report as the result of several group activities.  The group activities will be centred on a Case Study, contained within this document, and produce evidence of your competency in ‘RIICSG401D Apply the principles of civil concrete structures construction ‘.  You will also have an individual activity to complete, using the information from the following case study.  Your assessor will guide and support you throughout the day.
Assessment Task 1:
1. You will be undertaking several assessment activities throughout the day and, as part of these activities, you assume the role of the Civil Works Supervisor for a construction company called ‘Flatchat Construction’.  As the Civil Works Supervisor, you are required to keep a ‘Project Diary’ and document the events as they occur throughout the day.  A template for the diary will be provided to you by your Assessor; make sure your entries reflect the industry standard for keeping records.
2. Your Assessor will provide you with the Project Diary Template and you will need to submit your completed diary, as an attachment, to the report you will produce at the end of the day.  Your diary will go towards providing evidence of your competence in applying the principles of civil concrete structures construction.  Your diary must include the following information:
a. Date 
b. Time
c. Event
d. Brief description of event
e. Persons involved
f. Actions taken, if required

Remember: The diary is an official record and needs to be accurate, concise, and detailed enough to tell the complete story.


Assessment Task 1 Criteria
You will be assessed on your ability to: 
	Project Diary

	1. Provide a list of assumptions made in the data and information analysis

	2. Provide a list of all documents, websites, and other information sources used to contribute to the development of the plan for Assessment Task 2 and production of the report for Assessment Task 4

	3. Supply sufficient details of each of your entries to satisfy industry standards

	4. Clearly and legibly record events and outcomes

	5. Use of appropriate language and terminology

	6. Keep an accurate log of events and outcomes

	7. Document discussions and debates, including the end result

	8. All entries contain the minimum requirements of:
a. Date 
b. Time
c. Event
d. Brief description of event
e. Persons involved
f. Actions taken, if required

	9. Estimate costs for the following, as it applies to the Case Study – Part A:
a. Equipment, tools, and plant required for the construction of concrete structures
b. Wages for personnel involved in the construction of concrete structures
c. Materials for the construction of concrete structures
d. Meals and Accommodation in a camp on the Island for personnel involved in the construction of concrete structures

	10. Identify all contributors to the development of the Works Plan for Assessment Task 2 and production of the report for Assessment Task 4





CASE STUDY – Flatchat Construction Project

CASE STUDY: Part A
Background:
You are the Civil Works Supervisor for Flatchat Construction based out of Airlie Beach, a small family owned civil construction company employing 20 personnel and you have an inventory comprised of plant and equipment plus materials used for your usual operations, which cover:
· Culverts, drainage and roadways;
· Tilt slab construction of buildings up to 2 stories;
· Dam construction;
· Commercial retaining walls; and
· Insurance work on commercial properties.
Scenario:
Objective:
Flatchat has recently been engaged by a small private helicopter charter company, operating out of Hamilton Island in the Whitsunday Island group, to build a 620 square metre; combined 2 helicopter hangar, containing a maintenance workshop.  It will also include facilities for a 3 person office.
· The new concrete construction will be situated 32 metres, edge to edge, from the nearby main hangar complex from which you will be able to tie-in all utilities comprised of electricity, telecom’s and data
· All utilities must be underground, and the building is to be of tilt-slab (2 storeys) construction - with the slabs poured on site in form-work that you need to prepare pre-tilt.
· The project is expected to take 42 working days to complete
· The budget for the project is $1.6M
· The start date for the project is 2nd November – the Project must be finished before Christmas
· You have allocated 6 return barge trips to carry personnel and materials each time
· The Project team, is comprised of:
· Project Manager – responsible for overall project & 100% on site
· Civil Engineer – responsible for drawings, certification and costing & 80% on site
· Surveyor – responsible for survey, layout and QA of work & 40% on site
· Civil Works Supervisor – responsible for planning daily work tasking, interpretation of engineering drawings, civil works, and ensuring all jobs are completed on time, safely, effectively, and efficiently 100% on site
· 12 workers with a mix of trades (electricians, high risk ticketed operators, form workers, scaffolders, carpenters, roofers, cabinet makers etc.) – everything needed for the project (all work a 21 day on, 7 day off roster, 10 hour day) – Averaged at %85% on site/man
· 4 labourers – responsible for general works to support Tradespersons
· Admin assistant – also responsible for procurement, first aid, safety & training issues, finance management and reporting & 100% on site
· Project planning is based around four (4) phases:
1. Planning pre-mobilisation
2. Preparation works 
3. Installing services
4. Commissioning, hand over and de-mobilisation back to the mainland;



· For costing purposes:
· Wages:
· Project Manager: $1500/day
· Civil Works Supervisor $1350/day
· Engineer: $1350/day
· Surveyor: $1140/day
· Civil Supervisor: $1240/day
· Tradespersons: $900/day
· Labourer: $600/day
· Admin Assistant: $480/day
· Camp accommodation and meals is a day rate of $120/head
· Equipment is operational at the average cost of $500/day
· Costs for materials are set at $480,000 for the entire project
· Transportation is $400 per trip on the barge (personnel) PLUS an additional $400 per trip for equipment, plant and materials
Role & responsibilities:
As the Civil Works Supervisor you are responsible for the following:
· Daily pre-start meeting
· Incident investigation & reporting to head office
· Project risk management;
· Procurement, mobilisation and de-mobilisation of workforce and all resources; (include the confirmation of available resources)
· Legal/contractual management, licences, and engineering drawings;
· Budget control;
· Environmental impact and waste management;
· Client management;
· Construction;
· Internal finishing;
· Hand-over; and
· Troubleshooting and continuous improvement.
Questions:
1.1 Develop a Civil Works Plan that cover all required activities and tasks for the safe, effective, and efficient construction of concrete structures  (
1.2	List all key areas and information that was accessed, consulted, and considered for the development of the Works Plan.
1.3	What assumptions were made throughout the activities and final development of the Works Plan?



Assessment Task 2:
1. You will have 2 1/2 hours to complete this activity.
2. In a small group, you are required to assume the role of ‘Civil Works Supervisor’ and complete Part A of the ‘Flatchat Construction’ Case Study.  
3. Your Assessor will provide you with the case study and all other documents that are associated with the case study; i.e.:
a. ‘Flatchat Construction’ Case Study – Part A
b. Site Map
c. Construction Project Plan Template
d. SWM Template
e. Access to the internet
f. Chart/butcher’s paper and pens
4. Using the template provided by your Assessor, you are to work together to produce a works plan for the construction of concrete structures, as it applies to the Case Study
5. You must keep a copy of the plan for your own records and ensure you sign the group copy of the plan to record your contribution to the group activity
6. The works plan must include the following information as it relates to the information provided in the Case Study – Part A:
a. Your interpretation of the project contract;
b. The specification requirements for the job;
c. A list of all the relevant legislation, work instructions, and site procedures that need to be consulted;
d. Conclusions drawn from all work instructions and other civil concrete structure construction documentation accessed, and/or all assumptions made relating to the information contained within the case study information;
e. Detailed strategy of how all resources will be available for the safe, effective, and efficient execution of all required tasks, including a skills matrix that identifies who and how many personnel are required to complete each;
f. A detailed schedule of all tasks and the resources required to complete each of the tasks for the construction of concrete structures, for example:
i. Plant and equipment capabilities,
ii. Set out requirements,
iii. Ground surface treatments, and
iv. Pavement drainage requirements;
Take note of the figures for resource consumption (these will include the necessary supply rates as applicable)

g. Work sequencing, timeframes and deliverables, including other areas of civil work that impact or rely upon the concrete work being done;
h. A Management strategy to ensure plant and equipment maintenance requirements are carried out and recorded in writing; 
i. Materials required including quantities relating to:
i. Required volumes,
ii. Required grades,
iii. Percentages relating to the materials and/or tasks,
iv. Area calculations relating to the quantity of materials required, and 
v. Resource consumption data, including supply rates, for each of the tasks;
j. A detailed monitoring strategy for the safe, effective, and efficient construction of concrete structures.  This must include quality assurance processes for assuring the quality of the concrete materials and the interpretation of all relevant test results ;
k. Contingency management strategies to address adjustments made to the works plan to ensure achievement of task/job outcomes; 
l. A list of all stakeholders to be included and provided access to the plan, as well as a communication strategy that describes how the plan will be made available to these groups;
m. Risk management strategies, an Incident Logbook, and completed risk assessment for the job; 
n. A site records/document management process, including storage and how these are to remain current throughout the build; and
o. Any attachments that support the plan, for example:
i. Incident Logbook developed for the job;
ii. Task specifications,
iii. Set out diagrams, and, 
iv. Drainage plans.
7. Your performance in undertaking this activity will be observed and documented by the assessor; therefore, you are expected to:
a. Contribute equally to the group activities and outcomes;
b. Provide your expert advice and opinions in the execution of the task objectives;
c. Demonstrate effective communication and leadership techniques in meeting the task outcomes;
d. Use the resources provided to access and interpret relevant documentation to achieve the task objectives;
e. Work effectively with others to achieve the task objectives; and
f. Apply planning techniques and principles, survey principles, and civil construction processes and terminology in the execution of all assessment activities and tasks.
8. You will need to attach any supporting documents to your plan, as evidence, to support the details contained within the plan; e.g. schedules, plans, compliance documentation, etc.

Assessment Task 2 Criteria
You will be assessed on your ability to:
	Practical Observation Task 

	1. Locate, access, and use relevant documentation to identify and interpret  information and/or data relevant to the construction of concrete structures

	2. Access and apply relevant legislation, policies, procedures, and relevant documentation to all tasks to ensure safe, effective, and efficient construction of concrete structures

	3. Calculate and document quantities of all materials/resources for the task, using:
a. Volumes;
b. Grades;
c. Percentages;
d. Areas; and
e. Resource consumption figures, including required supply rates

	4. Work effectively with others, whilst undertaking Case Study activities, to plan for the construction of concrete structures

	5. Provide clear and timely instruction and supervision, using a range of communication techniques, whilst undertaking Case Study activities

	6. Maintain clear and legible records of activities and outcomes in relation to the group activity in the development of a Civil Works Plan for the Case Study – Part A

	7. Demonstrate consistent, clear, and timely application of the principles of planning for construction of concrete structures; which safely, effectively, and efficiently meet all of the required outcomes, as it relates to the Case Study – Part A activities

	8. Apply specific civil works techniques to the planning of tasks for the construction of concrete structures; e.g.:
a. Pavement drainage techniques;
b. Ground surface treatments;
c. Set out requirements;
d. Consideration of other civil works in relation to the impact and reliance on the individual job tasks;
e. Operational requirements; 
f. Materials quality controls; and
g. Equipment capabilities and application.

	9. Apply leadership techniques whilst undertaking work activities and tasks to develop a Works Plan for the Case Study – Part A

	10. Apply works planning techniques in the development of a Works Plan for the Case Study – Part A

	11. Identify engineering survey principles and apply these to the overall planning process and documented Works Plan

	12. Appropriately use civil works sequencing and terminology throughout the activity and within the plan

	13. Develop a plan, in consultation with your group, for the construction of concrete structures; demonstrating the application of relevant civil construction principles and appropriate works planning techniques





You will be assessed on your ability to produce a documented plan that meets all the criteria listed below: 
	Civil Works Plan

	1. A description of the project contract requirements

	2. Specification requirements for the job and specific tasks

	3. List all legislation and site procedures, relevant to the construction of all required concrete structures, that was consulted/accessed to develop the Works Plan for the Case Study – Part A

	4. Apply all relevant principles, for the construction of concrete structures, to the planned activities 

	5. Include a task risk assessment for each task listed within the plan, as it applies to the information provided within the Case Study - Part A, an Incident Logbook that has been developed for the job, and assumptions of the group, listed within the plan documentation

	6. Include a detailed schedule of tasks to complete the job ; addressing sequencing, timeframes, and deliverables in the form of a Work Breakdown Schedule, Gantt Chart, or similar scheduling tool

	7. Identify materials and required quantities, within the resource requirements, to complete the job for constructing concrete structures; ensuring it applies to the information provided within the Case Study - Part A and assumptions of the group, listed within the plan documentation

	8. Identify a process and strategy for confirmation of all resources and deliveries

	9. Include details and specifications for all plant, equipment, and tools required for the construction of concrete structures 

	10. Include a detailed maintenance strategy for all documented plant, equipment, and tools; relating to the construction of concrete structures

	11. Identify and document all required personnel, including the range of skills required to complete each task of the job, for the safe, effective, and efficient construction of concrete structures

	12. Attach a diagram of the set out requirements t, as it applies to the Case Study – Part A

	13. Document the operational techniques to be used in the construction of concrete structures, as it applies to the Case Study – Part A

	14. Include a list of stakeholders who will be involved in the process of constructing the concrete structures

	15. A communications strategy, including who and how will be notified of any changes or updates to the plan

	16. Records to be maintained and the process for management of these records

	17. Include a Basic cost estimate for the following, as it applies to the Case Study – Part A:
a. Equipment, tools, and plant required for the construction of concrete structures
b. Wages for personnel involved in the construction of concrete structures
c. Materials for the construction of concrete structures
d. Meals and Accommodation in a camp on the Island for personnel involved in the construction of concrete structures 

	18. Identify all contributors to the development of the Works Plan for Assessment Task 2


Assessment Task 3:
1. Now that you have planned the scope of work for the construction of the Tilt Panels and pathways, you are required to conduct a pre-project briefing with the work crews.  This briefing will be the first briefing they have had.  Today is their first day on the job but they have all worked for you in the past and are aware of the work instructions for the task of constructing concrete structures.  You will need to ensure your crew are made aware of all the site requirements as well as the details of their individual tasks, as per your plan.
2. Your assessor will have the following resources available to you:
a. Presentation Template
b. Computer
c. Access to the internet
d. Data projector
e. Butcher’s paper and pens
f. [bookmark: _GoBack]Case Study information
3. You will have 1 hour to prepare a ‘briefing’ to present to the group
4. The briefing is to be a minimum of 15 minutes long to a maximum of 20 minutes long, and must be designed to communicate all relevant information to the group that relates to the task constructing concrete structures for the Hamilton Island Helicopter Hangar project.
5. Using the presentation template provided, you must document your briefing and provide this, as evidence, to your Assessor with any other notes or documents used in your presentation
6. Within your briefing you must ensure you address the following areas, in relation to the constructing the concrete structures:
a. Resources required
b. Task allocation and specifications
c. Safety, effectiveness, and efficiencies for task completion
d. Works plan availability; i.e. where can they access the plan?


Assessment Task 3 Criteria
You will be assessed on your ability to: 
	Presentation: “Briefing Session” 

	1. Communicate clearly, using construction terminology relevant to the construction of concrete structures

	2. Provide opportunities for participants to seek clarification

	3. Provide details relating to the job activities and task allocations

	4. Identify and discuss all safety related topics and issues; raised by yourself and the participants

	5. Explain the construction techniques to be used for each task

	6. Provide all necessary information, relevant to the task, audience, and stage of the project

	7. Use appropriate language and construction terminology to communicate ideas and instructions

	8. Address all concerns of the group members appropriately and in a manner that complies with company processes and requirements

	9. Actively listen to the group members and responds appropriately, demonstrating verbal and non-verbal communication skills and techniques

	10. Take notes, as required

	11. Report on all relevant activities related to the construction of the concrete structures, as it applies to the Case Study - Part A information

	12. Summarise all key points effectively and conclude the briefing appropriately

	13. Use a range of effective communication techniques

	14. Conclude the presentation within the specified timeframe





CASE STUDY – Flatchat Construction Project

CASE STUDY: Part B
Further Background:
Construction for the helicopter facility has been completed and handed over to the client. Following are the major events that occurred throughout the construction and were deviations to expectation:
· The project went over budget by $71,750.00 due to:
· Inclement weather
· Overtime blow-out
· Additional 2 x haulage events via barge for materials
· The timeframe blew out by 11 work days;
· Your crew was reduced four (4) at the 75% completion mark for the project;
· the results of the concrete slump test were outside the civil construction industry tolerances for the construction of the pathways;
· The client changed the colour scheme for the office fit-out which affected the wall paint and reception desk laminate colour – which had to be replaced (at cost to client) but impacted on time frame by three days and caused  an additional trip on the barge for 2 people and the materials to bring over a replacement reception desk;
· Deliveries to site were delayed by 2 days, due to a breakdown of the water transport and supplier having to reschedule to meet the new delivery dates;
· You had 92 Take 5’s completed, 27 Hazard Report Forms, 11 SWMS’s and 12 Safety Interactions completed;
· You had two (2) minor incidents that required first aid treatment but no lost time;
· You had one (1) minor environmental incident that resulted in 27lts of diesel fuel being spilt on the concrete slab prior to erection of the walls, when a freak storm hit the site and the wind pushed an unsecured JLG Scissor lift 6 metres along the slab which collided with the open diesel fuel can;
· You had a group of locals complain one Sunday morning about the noise – but you managed to resolve this within an hour;
· You operated with 8% less fuel than budgeted; and
· You managed to recycle some unexpected hardware materials to add to the store of goods back at the Flatchat Warehouse and lay-down area.
Assessment Task 4:	
1. You will have 2 1/2 hours to complete this activity.
2. In a small group, you are required to assume the role of ‘Civil Works Supervisor’ and complete Part B of the ‘Flatchat Construction’ Case Study.  
3. Your Assessor will provide you with the case study and all other documents that are associated with the case study; i.e.:
a. ‘Flatchat Construction’ Case Study – Part B
b. Site Map
c. Report Template
d. Access to the internet
e. Chart/butcher’s paper and pens
4. Using the template provided, you are to work together to produce a Civil Works Report for the completed job of constructing concrete structures
5. You must keep a copy of the report for your own records and ensure you sign the group copy of the plan to record your contribution to the group activity
6. As the Civil Works Supervisor, you are required to submit a report to the company, Flatchat Construction as part of the final process.  Using the information in the Case Study – Part A and B and your Civil Works Plan, produce a report that includes the following: 
a. Stakeholders to receive copies of the report and in what format
b. Records management outcomes
c. The procedures used to solve problems and actions taken to resolve problems;
d. Decisions made for the activities and the justification for each of those decisions;
e. Incidents associated with the construction of the concrete structures ;
f. Hazards reported; 
g. Areas of key learnings; and
h. Areas identified for continuous improvement and suggested improvements, including the continuous improvement changes made throughout the job in order to meet the job outcomes.
7. Your report needs to evaluate the effectiveness of your planning, in relation to the execution of tasks, and will require you to make certain assumptions on what occurred throughout the build.  You should address all areas of the plan, including:
a. Selection and numbers/quantities of resources and materials;
b. Execution of the tasks to construct the concrete structures;
c. Other civil works, organisational, site, and client requirements and how they impacted on the job;
d. The effects and outcomes of the monitoring activities;
e. The impact of survey and quality test results  (including Concrete Slump tests and cylinder tests) on the construction of the concrete structures;
f. Materials quantities and deliveries;
g. The sequence of construction activities outcomes; and
h. Appropriate selection and application of plant and equipment, ground treatment and pavement drainage techniques.
8. You will need to attach any supporting documents to your report, as evidence, to support the statement of claims made throughout the report; for example:
a. A completed Incident Logbook,
b. Completed Hazard Reports, and
c. Amended Civil Works Plan.
9. Your performance in undertaking this activity will be observed and documented by the assessor; therefore, you are expected to:
a. Contribute equally to the group activities and outcomes;
b. Provide your expert advice and opinions in the execution of the task objectives;
c. Demonstrate effective communication and leadership techniques in meeting the task outcomes;
d. Use the resources provided to access and interpret relevant documentation to achieve the task objectives;
e. Work effectively with others to achieve the task objectives; and
f. Apply planning techniques and principles, survey principles, and civil construction processes and terminology in the execution of all assessment activities and tasks.



Assessment Task 4 Criteria
You will be assessed on your ability to: 
	Practical Observation Task 

	1. Access and use relevant documentation to identify and interpret information and/or data related to the execution of tasks in the construction of all concrete structures

	2. Access and apply relevant legislation, policies, and procedures to the management and completion of the task to construct all concrete structures

	3. Work effectively with others to plan and develop a report for the completion of the construction of all concrete structures

	4. Provide clear and timely instruction and supervision, using a range of communication techniques, whilst undertaking the assessment activity 

	5. Maintain clear and legible records throughout the assessment activity process and in the final production of the report 

	6. Application of engineering survey principles in your planning of all relevant construction tasks and your evaluation of its effectiveness

	7. Appropriately use civil works sequencing and terminology throughout the activity and in the report

	8. Produce a report for the completed task of constructing concrete structures, demonstrating use of all relevant construction principles

	9. Analyse and evaluate all management strategies; in relation to safety, effectiveness, and efficiency, for:
a. Risk assessment and management of the task
b. Statutory compliance relating to the construction of all concrete structures
c. WH&S processes and practices for the construction of all concrete structures
d. Quality management of all work processes, materials, documentation, and outcomes in relation to the construction of all concrete structures
e. Contract management for the task of constructing all concrete structures for the Hamilton Island project




You will be assessed on your ability to: 
	Final Report

	1. Effectively and concisely report on the construction activity from start to end; comparing the task execution outcomes against the planned activities

	2. Evaluate the plan against the actual work activities and outcomes and critically analyse it for safe work practices, effectiveness, and efficiencies.

	3. Identify all stakeholder groups and the formats in which they are to receive the report

	4. List and evaluate the records management processes for all relevant job records; e.g. project diary, maintenance records, etc.

	5. Describe the methodology used to solve problems and the justifications for key decisions made throughout the construction process

	6. Effects, results, and outcomes of all construction activities and applied leadership skills

	7. Identify and evaluate key learnings from the civil works construction task

	8. Review and critically analyse the works activities and provide comprehensive recommendations improvements for the safe, effective, and efficient construction of concrete structures in the future

	9. Include all relevant attachments to support reported outcomes

	10. Identify all contributors to the development of the Civil Works Report for Assessment Task 4


Submission Evidence
You are to submit the following items to evidence your undertaking of this task:
4.1. Your Project Diary that you developed throughout this Case Study
4.2. A Civil Works Plan for the construction of all concrete structures for the project
4.3. A Report for the construction of all concrete structures for the project
4.4. An Incident Logbook , documenting all of the events that occurred throughout the project
4.5. Maps/drawings, tables, schedules, graphs, etc. to support your report
4.6. Any other associated documents and/or attachments to support your report



	Hints:   - The following hints will assist when preparing reports for submission

	Report format:
Executive summary 
An executive summary is a very useful tool in communicating your information to busy people. It is essentially a short summary (often no more than a page) of the report objectives, findings, and conclusions.
Contents 
Any report over three pages in length should have a list of contents. A list of contents not only helps people find their way around the report but it also gives an indication of what is in the report and the structure.
Introduction 
The introduction should set the scene for the report by concisely describing the reason for the report and the background or history relevant to the report.
Body 
The body should address the main information including: 
· objectives of the review; 
· how the review was conducted, who was consulted, etc.; and 
· results of the review and key issues identified. 
Summary/Conclusions/Recommendations 
Your conclusions should be clearly justified with reference to the results of the review. Your recommendations should be made twice, briefly in the opening summary or Executive Summary and then in more detail in the recommendations section.



	Useful links to assist with assigned tasks.   
http://www.business.gov.au/BusinessTopics/Occupationalhealthandsafety/Pages/OHandSActsRegulationsandCodesofPractice.aspx

http://www.safeworkaustralia.gov.au/sites/swa/model-whs-laws/model-whs-regulations/pages/regulations

https://www.legislation.qld.gov.au/legisltn/current/e/electricalsr13.pd 

http://www.safeworkaustralia.gov.au/ 

https://www.whitsunday.qld.gov.au/ 

shop.standards.ie/nsai/PreviewDoc.aspx?saleItemID=2063624 

http://www.constructionknowledge.net/concrete/concrete_basics.php 

http://www.cement.org/for-concrete-books-learning/concrete-technology/concrete-construction 
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