PRACTICAL ASSESSMENT – TASK 2
TEAM WORK PLAN:
· Decide the purpose of the meeting and what we are hoping to achieve
· Set goals and objectives for the workers and outline the project to be taking place
· Inform them of what the specifics are in terms of requirements and challenges expected in the set up phase of the project.
· Generate a list of resources available to workers, and inform them of where these can be found and accessed
· Inform workers of expectations for the pre-start of the project
· Determine the steps that would be taken in the first phase and what was to follow as the planning progressed
· Share brief insight into the project and time frame expectations



















PREPARE AND GUIDE TEAM ON PROJECT TAKING PLACE AT THE AIRPORT
· Inform staff of meeting time and purpose of the meeting
· Generate checklist of all requirements to be made available to staff
· Provide documentation to support and is required for access to the site

PRE-SITE MEETING - Notes
Purpose: To share and discuss information relating preparation and pre-start for our project at the airport.  This is the first time we have had to work on a project out there so we want to make sure we have all of our ducks in a row in terms of paperwork, policies and procedures required to access the site.  To provide all documents the team will require on site and how they have been displayed.  We will be allocating specific responsibilities to team members to ensure smooth access and that the team has good communication channels throughout the project. FOCUS ON COMMUNICATION.

The goal for this project is to achieve a high level of communication between management, administration, WHS, team members and the contractors.  The airport have issued very strict guidelines for access, tools within the airport, times workers are allowed access, health and safety issues and so has the contractor in charge of the project. Good communication will be very important to allow for minimal stress and pressure.  We have a short turnaround of 8 weeks so we will need to be super organised at all times to ensure we are ready to handover on practical completion date. 

Notify all staff of the basic details of the project, drawings will be allocated to team ASAP to make sure everyone knows what is going on and production is smooth and efficient.  The team will be divided into two groups to allow night shift and weekend work to take place.  This is a 24hour, 7 day job site, and there will be times where we are required to access site outside of our normal work hours (all staff will be provided with a schedule of penalty rates for this). The production team will keep in close contact with the teams so everyone should have a pretty good idea of the schedule and due dates.  

Meeting Notes:
· Run through security procedures and requirements as per airport and contractor specifications (see excerpt attached)
· Run through SWMS – all team members are to contribute to the SWMS and understand what is required of them through each stage of the project. 
· Designate a team to generate an on-site tool box so security can clear everything on arrival (mention that tools are to remain on site throughout the course of the project)
· A tool register is to be created, the apprentice to gather all tools and list them
· Notify staff that more regular toolbox talks will be held over this period to support the team in fabrication, delivery and installation
· All workers will be required to undertake airport & contractor inductions and also pass drug and alcohol tests and obtain ASIC cards.  Anyone who feels they may not be able to meet all of these requirements should come and see management privately as soon as possible.
· Let everyone know that management and administration are working to resolve any potential problems and bring to attention of others to ensure you all get a clean run at this project with minimal problems and distractions/issues.  
· All staff will be issued with the airport terminal operations manual and contractor guidelines; we will run through these in the meeting and highlight the serious points. 
· Links for requirements and inductions will be sent out as soon as we get them and administration will prepare ASIC applications and book times for these to be submitted. 
· Establish teams and leaders to give workers insight into what their role would be during this project

This is just the starting point for the project.  We will have several meetings over the coming days to get everyone up to speed with where we are at and what else is coming up.  All workers will be given paid time to complete inductions, and read through manuals.  Production and administration are available to answer any questions you may have regarding the project.  It is a very exciting time for our company and we are really looking forward to sinking our teeth into a challenging and innovative build. 













Planning and preparation for this assessment – 
The first thing we needed to do to start preparing our team for this project was to create a list of all of the documents, inductions, access requirements and WHS we were going to need.  As this was a first for us, we wanted to make sure that management, production and administration were all on the same page to answer any questions the workers may have had.  We decided to give the team a lead into the project in stages.  For the purpose of this assessment we started with the administration side of things, and gave them a couple of brief insights into where this project was headed.  The lead up to the project was going to move very quickly so we had to make sure we had everything in place to hit the ground running as soon as we can.  In the background the preparation had begun securing all of the documents and identification required to be able to start as soon as the site opened. 

It was my role to collect all of this data and to provide as much information to the staff as possible so they were free to begin pre-fabrication with as little distraction as possible.  It was really important for the staff to understand the consequences of NOT following the airport procedures and that we (management) were here to help.  As this project was something we hadn’t undertaken before being in a high security environment and also being quite a large project for our small team, we wanted to establish how great this project is for our companies reputation and how excited production and management were that we got to work on a project of this calibre and with and excellent builder.  This energy was considered to keep the team motivated and encourage them to be excited and dedicated to the project too.  

By being super organised, we were hoping to keep the stress on our team as minimal as possible with the expectation that they would be working big hours over the coming weeks.  Communication, we decided, was one of the key things to focus on and with a good program and system in place we could achieve this effectively. 

The teams were established during this first meeting and everyone was given expectations of their role during the project and everyone invited to share and participate in the planning process. The regularity of meetings will be increased over the next few weeks to allow for tight planning, good communication and to head off any foreseeable problems before they happen.
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Further site rules: Document provided by builder below for deliveries procedure
Please remember that if your guys are on the outside delivering gear that they can only walk into the sterile zone to place the good down just inside the doors – and no further.  My guys will take from the inside, or your guys can walk around and get screened to come in.
Priority is to unload the vehicles as quickly as possible so cars can be moved to make way for the next one.
Only bulky gear goes thru the double doors – all other tools and smaller gear must go thru security screening zone
Ensuring the boys are properly teed up for the tool registering process.  It is long and tedious and tool kits should be sorted and organised in advance to minimise your lost time.


2130: Call duty manager to advise of arrival to commence unload. 0437 529 769.   Approval to proceed to be confirmed prior to the vehicle commencing the journey to the unload location.
Vehicle 1 driven to double doors located at the end of security screening zone of T2, via boom gate.  Communications to boom gate attendant to request entry.    
Vehicle will mount kerb to get vehicle as close as possible to the doors.  Switch on hazard lights and set up witches’ hats to perimeter of the vehicle and trailer.
Meet security officer at the door way before commencing the unload.
One BB worker to wait with the vehicle at all times during unloads. This spotter is to stop workers to allow pedestrians and if required – move work vehicles immediately as directed by airport security.
4 (approx.) BB workers to pass thru security screening/ x-ray to receive gear on inside of T2 doorway
4 x (Approx.) BB workers to work from outside and deliver the gear to the workers on the inside via the doorway.  Outside workers are permitted to place gear thru the doors immediately inside the doorway, but are not permitted to go any further inside.
Black plastic/ or carpet floor protection measures to be laid out prior to commencing the movement of materials.
Materials are expected to be swabbed upon entry thru double doors.
All small tools and trolleyable gear is to be wheeled around and thru screening for logging and x-ray.
Repeat above process for all vehicles until full delivery is completed including back loading of rubbish / excess gear to the vehicles for removal off site.
230: Remove plastic floor protection and use portable vacuum to clean floors on completion.
Vehicles taken away and duty manager advised that delivery has been completed.
FULL 5 hr period expected to be required.  
Please see accompanying delivery sequence for higher detail breakdown of events.

The unload spot will be in thru the taxi lane into the domestic terminal departures area. (See other map) You will have to pass thru a boom gate.  At the boom gate, push the intercom and tell the attendant that you are Cross weld, bringing in a scheduled delivery for project fit out as per an approved P.E.R.C.O.W. for Builder.  They will let you thru.  You can then drive right thru to a set of double doors at the end of the security screening area and you can mount the kerb to get close to these doors.  One of our guys will be there to meet you.  
You’ll need to place witches hats all the way around the vehicle (bring 6) with Hazard lights for the full duration that the vehicle is there.  One of my crew will stand by with the car the whole time as spotter.  Keys need to be left in the car at all times.  
The double doors will be opened and manned by a guard but only the large bulky items that cannot fit thru the scanning archway are permitted to go thru here, and the boys cannot enter the terminal this way either.  The boys will be permitted to carry the bulky gear in thru the doors and place it just inside the doors on the ground and then they must exit (and go around and thru the scanner if they are part of the lift into the tenancy).  To avoid this lost time we are going to plan to keep guys outside and guys inside.  Your guys can plan to stay outside.
The smaller stuff can be unloaded on the footpath here too but then must be walked back up to the closest double doors and brought in thru the security screening area.  I suggest trolleys to do this.  
Once the vehicle is unloaded it needs to be moved back out to the parking spot (my man will wait with the gear on the footpath) so that the next vehicle can be brought in.  We have limited time to get all our gear in.





