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[bookmark: _Toc49056751][bookmark: _Toc434235765]Executive Summary
[bookmark: _Toc49056752][bookmark: _Toc434235766]Background
[Describe the background to the job/task.]
[bookmark: _Toc434235767]Assumptions
[Describe the assumptions made to undertake the assessment for Part B of the Case Study and the development of this Report.]
[bookmark: _Toc49056755][bookmark: _Toc434235768]Summary of Findings
[List the main findings presented in the Report.]

[bookmark: _Toc49056756][bookmark: _Toc434235769]Recommendations
[List the recommendations that appear in the Report. 
For a review of a large and complex project where there is a large number of recommendations, these can be broken down into major recommendations and others.]
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[bookmark: _Toc434235770]Introduction
[bookmark: _Toc49056758][bookmark: _Toc434235771]Background to the Hamilton Island Helicopter Hangar Project
[Briefly describe the background to provide the contextual framework within which the civil works was undertaken.]
[bookmark: _Toc434235772][bookmark: _Toc49056759]Civil Work Tasks Review 
[Briefly describe the methods used to gather all relevant information and data for this Report, including actions such as examination of documentation, surveys, face-to-face interviews, group sessions etc.]
[bookmark: _Toc49056766][bookmark: _Toc434235773]Civil Works Plan Documentation
[bookmark: _Toc434235774]Execution of the Plan
[This section is where you review the strategy in your plan with the activities that have occurred on site and report on the outcomes.
Identify any contradictions with the Civil Works Plan, any omissions in the plan or any issues that arose as a result of execution of the plan.]
[bookmark: _Toc49056768][bookmark: _Toc434235775]Maintenance of Site Records
[Describe the processes used to control and maintain the site records. Identify any problems that occurred due to the adopted approach, or any suggestions for improvement.]
[bookmark: _Toc49056769][bookmark: _Toc434235776]Site Task Management
[bookmark: _Toc49056770][bookmark: _Toc434235777]Planning and Scoping
[Describe the method used to plan and scope the works task requirements, and where the results of the planning were documented. Identify any issues that occurred due to the adopted approach, or any suggestions for improvement.]
[bookmark: _Toc49056773][bookmark: _Toc434235778]Stakeholder Management
[Describe the process adopted for stakeholder management, including how the initial identification of stakeholders was undertaken, who was involved, and the effectiveness of the management strategies employed.]
[bookmark: _Toc49056774][bookmark: _Toc434235779]Risk Management
[Describe the process adopted for risk management, including when the initial risk analysis was undertaken, who was involved and how ongoing reviews were performed.
Identify any issues that occurred due to the adopted approach, or any suggestions for improvement.]

[bookmark: _Toc49056775][bookmark: _Toc434235780]Issues Management
[Describe the process adopted for issues management, including the tool used to capture and track the progress of issues.
Identify any issues that occurred due to the adopted approach, or any suggestions for improvement.]
[bookmark: _Toc434235781][bookmark: _Toc49056776]Performance Gaps
[Describe any performance gaps identified throughout the civil works.
Identify any issues that occurred due to the adopted approach, or any suggestions for improvement.]
[bookmark: _Toc434235782]Resource Management
[bookmark: _Toc434235783]Budget
[Describe the budget performance for the site, any approved changes to the initially approved Site Budget and where it was documented. Identify any issues that contributed to any deviation from the forecasted budget.]
[bookmark: _Toc434235784]Human Resources
[Describe the initial allocation of human resources (including the skills mix), ongoing management processes adopted for the site and where they were documented. Identify any issues that arose as a result of the skills mix, processes or documentation.]
[bookmark: _Toc434235785]Physical
[Describe the physical arrangements for the site team, including any travel and accommodation requirements. Identify any issues that arose as a result of these arrangements.]
[bookmark: _Toc49056779][bookmark: _Toc434235786]Evaluation
[Describe the approach used to monitor and review the project requirements and site activities. Identify any issues that occurred due to the adopted approach or any suggested improvements.  Document your evaluation under the following three (3) sub-headings:
A. Safety
B. Effectiveness
C. Efficiencies]






[bookmark: _Toc531068581][bookmark: _Toc49056787][bookmark: _Toc434235787]Lessons Learned
[bookmark: _Toc531068582][bookmark: _Toc49056788][bookmark: _Toc434235788]What Worked Well?
[Describe the actions and/or processes that were perceived to be appropriate and/or effective for the project; including the leadership and supervision for the site.  Categorise your analysis into the following three (3) areas:
D. Safety
E. Effectiveness
F. Efficiencies ]
[bookmark: _Toc531068583][bookmark: _Toc49056789][bookmark: _Toc434235789]What could be improved?
[Describe the actions and/or processes that were perceived to be inappropriate and/or ineffective for the project, and how they can be changed to achieve better outcomes; including the leadership and supervision for the site.  Categorise your analysis into the following three (3) areas:
A. Safety
B. Effectiveness
C. Efficiencies ]
[bookmark: _Toc49056790][bookmark: _Toc434235790]Conclusions
[Provide a summary of the conclusions drawn throughout the Report.]
[bookmark: _Toc49056791][bookmark: _Toc434235791]Summary of Recommendations
[List the recommendations that appear in the Report.
For a review of a large and complex project where there is a lot of recommendations, these can be broken down into a few key/major recommendations, followed by the remainder grouped under their relevant heading within the Report.  Document your recommendations under the following three (3) headings:
A. Safety
B. Effectiveness
C. Efficiencies ]
[bookmark: _Toc49056792][bookmark: _Toc434235792]Appendices
[This section is optional.
Where necessary, appendices can be attached to provide any relevant supporting information, such as:
a glossary listing key terms and abbreviations used in the Report;
a list of stakeholders;
a copy of the Project Plan;
a list of project documents examined during the review; and/or
examples of tools or templates referred to within the Report.]
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