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ASSESSMENT FOR RIICWM402D

	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 all tasks as outlined in the following pages.



	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.   EXAMPLES
http://www.deir.qld.gov.au/workplace/resources/pdfs/guide-whs-act-2011.pdf
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

	This information is to be handed to each student to outline the assessment requirements. 
Assessment due date:        This will be aligned to the Session Plan or as per requirement e.g. Session 6 




Student Instructions
This assessment has been developed for assessing learners in supervising civil works contractors on civil construction work sites. The assessment should be completed in an actual work environment. However, where you are not able to access a work environment or work sponsor, then you will need to contact your assessor and negotiate the possibility of simulating this exercise with the assessor as the authorising body and confirmation of record-keeping.
Candidates are required to conduct research to complete the project requirements.  Refer to any legislation, regulations, and workplace policies and procedures that are relevant to the task at hand. Candidates should follow the individual steps as outlined in the procedure below, and pay careful attention to any additional instructions provided by the assessor.
How this task is administered will depend greatly on the nature of your training environment and whether or not you have access to a real worksite. If access to real worksite is not possible your assessor may adapt the activity to a simulated environment. 
It is important that you do not undertake this task unless you are aware of all potential hazards and the appropriate measures to reduce the risks associated with each. Speak to your facilitator/assessor if you have any questions or concerns.
You should address any questions or concerns with your trainer.
1. You will be required to plan and supervise the work of civil works contractors on a work site on at least two (2) occasions. You will need to select two projects or tasks for which contractors are required, and plan, monitor and report on the performance of those contractors. This will require you to progress through each of the stages below. 

2. You will need to prepare a Job Plan that outlines all the requirements of the project or task that contractors will be undertaking. The completed plan must be clear, concise and legible, and must ensure the best use of the resources available.  You must consult with relevant stakeholders in development of the plan, which should be evidenced by the completed plan including the names and signatures of anyone involved in development. You must also confirm that the contractor has the resources required under the plan. The plan must include the following:
a. A comprehensive overview of the project/task to be completed, including the civil works area/s it falls within
b. A full list of workplace documentation you accessed to ensure all work activities comply with statutory, organisational and site requirements including:
· Site data – geological, meteorological, geotechnical, hydrological
· Materials test results and properties, including compaction test results
· Engineering survey information, plans and drawings
· Other project specifications, procedures and requirements
c. Human Resource Requirements including
· Number of personnel/contractors required
· Performance outcomes and monitoring strategies
· Support requirements for sub-contractors
· Workplace relations/employment conditions
d. Scheduling and Coordination plans including
· Schedules for work tasks/activities
· Schedules for delivery of materials
· Monitoring strategies for task completion and quality
e. Detailed list of plant, tools, and equipment required for the project/task, and relevant maintenance requirements/schedule
f. Detailed list of materials required for the project/task, and schedule for quality testing of materials
g. Environmental protection requirements and issues relevant to the project/task, including waste disposal and site drainage requirements
h. Traffic management requirements for the project/task
i. Work Health and Safety requirements, including list of PPE required for completing project/task
j. Risk Management plan for identifying and assessing hazards and risks associated with the project/task and implementing control measures
k. Communication strategy and Reporting schedule
l. Quality Management plan

3. Prepare a Performance Report based on your evaluation of contractor performance against the Job Plan. This report may be a progress report, completed during the contract period, or may be completed at the end of the specified works. The report must be clear and concise, and include:
a. Evaluation of contractor performance against required outcomes and completion of tasks
b. Description of ongoing risk assessment and any issues identified throughout the monitoring period
c. Description of any changes made to job plan or processes to address issues and ensure outcomes are achieved
d. Recommendations for improvement of future contractor management 

4. Prepare a Leadership Self-Assessment that reports on your management and supervision of contractors throughout the monitoring period. This assessment should include:
a. Description of the team leadership techniques used to manage contractors and personnel onsite
b. Description of the mentoring techniques used to manage the performance of contractors and ensure they remain on track with task completion
c. Description of any issues encountered, and identification of areas where you could improve in leadership and mentoring to better manage contractors in future

As evidence for this task you need to submit:
· Two (2) Job Plans
· Two (2) Performance Reports
· Two (2) Leadership Self-Assessments
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