Planning Sheet
Instructions
To complete this sheet:
1. Complete all preliminary fields in this sheet.
2. Refer to the set of construction plans you reviewed in Task 1 and select one structural component and one non-structural component of the building fabric. 
You will be producing sketches and drawings for these components in Task 3.
3. Record the following in the following pages:
a. The structural and non-structural component you selected.
b. Information and details you need from the set of construction plans to produce the drawings for these components.
c. Purpose, presentation, intended audience, and format for your drawings
d. Equipment to be used in producing the drawings.
(Access and inspect equipment available and check its serviceability; confirm in the field below whether the equipment is serviceable or not).
4. Submit this Planning Sheet to your supervisor for review. Have them complete the Third-Party Report Form section of this sheet, including the Supervisor Declaration section.
	Candidate name
	Anya English

	Work role/title
	Contracts Admin in Training 

	Organisation/workplace
	Cogent Scaffolding 

	Date
	05/12/2022



	Building and construction project
	Quay Waterfront 

	Project overview
	Quay Waterfront is a 25 level apartment that is built by Mirvac. Quay is the 4th stage of the Waterfront Newstead

	Building classification
	 Class 1 – 10 buildings, max two storeys
 Class 2 – 9 building, Type C only constructions
Specify class: Class 2

	Project site address
	57 Skyring Terrace

	State/territory where this project is being undertaken
	Queensland 

	Construction plan documents reviewed
	Structural designs/drawings, Formwork designs, scaffold specifications (typical drawings)


Structural Component
	Component
	e.g. columns, foundations, girders, beams, supports, concrete slabs, exterior walls, etc.
Form Support

	Purpose 
	Form Support in the lift shaft to create support for concrete pour

	Presentation
	Presentation will be via email due to it being a small job, and client will nee a copy of the drawing to ensure measurements are correct and confirm with appropriate people on there end. 

	Audience
	Mirvac, site managers 
Cogent director looking after the job, Dan O’Brien
Scaffold Designer, Rik Taylor 

	Information needed from construction plans required for the drawing
	Size of shaft
What type of support required 
The urgency of the design 

	Format of information
	Sketch via hand 
Blueprint via PowerPoint 

	Equipment to be used in producing the drawing
	Pencil, eraser, PowerPoint, Sharpener, monitors/laptop. 
Candidate confirms they have inspected this equipment: 
 YES      NO
Serviceability:   YES      NO





Non-structural Component
	Component
	e.g. ceiling (heights and variations), doors, light fittings, power suppliers, services, etc.
Construction Stair 

	Purpose 
	The purpose is to create access from ground to level 1 and level 2, and to demonstrate to the client how to construction stair will stand and dimensions to demonstrate how big the construction stair is and if it is going to fit where the access is required. 

	Presentation
	Because the construction stair is a standard construction stair, it is going to be presented via email, that way the client can have a copy to check measurement quickly and to ensure with the appropriate people that the construction stair is required. 

	Audience
	Client, Mirvac, builder
Director in charge, Dan
Scaffold Designer, Rik

	Information needed from construction plans required for the drawing
	Measurements of each level
If it is required to be mobile
The urgency of design 

	Format of information
	Sketch via hand
Blueprint – PowerPoint 

	Equipment to be used in producing the drawing
	Pencil, eraser, PowerPoint, laptop, monitors 
Candidate confirms they have inspected this equipment: 
 YES      NO
Serviceability:  YES      NO




Third-Party Report Form 
(For Workplace Supervisor’s Use Only)
To the Supervisor
To complete the Third-Party Report Form:
1. Review the candidate’s completed Planning Sheet while referring to the set of construction plans the candidate reviewed for this assessment.
2. Review the candidate’s submission against the criteria below. 
For each criterion,
· Tick YES if the candidate’s submission satisfactorily meets the criterion.
· Tick NO f the candidate’s submission does not satisfactorily meet the criterion.
3. Provide specific written comments regarding the candidate’s submissions.
4. Complete and sign the Declaration section of this form. Your signature must be handwritten.

	The supervisor confirms:
	Y/N
	Supervisor’s comments

	1. The information the candidate recorded here accurately reflects the reference set of construction plans.
	 Yes
	 No
	     

	i. The structural component listed above is a structural component in the reference set of construction plans.
	 Yes
	 No
	     

	ii. The non-structural component listed above is a structural component in the reference set of construction plans.
	 Yes
	 No
	     

	2. The following information recorded under the Structural component are true and accurate:
	 Yes
	 No
	     

	i. Information needed from construction plans required for the drawing
	 Yes
	 No
	     

	The supervisor confirms:
	Y/N
	Supervisor’s comments

	ii. Purpose 
	 Yes
	 No
	     

	iii. Presentation
	 Yes
	 No
	     

	iv. Audience
	 Yes
	 No
	     

	v. Format of information
	 Yes
	 No
	     

	vi. Equipment (to be used in producing the drawing)
	 Yes
	 No
	     

	vii. Serviceability of equipment (e.g. usability of hand drawing equipment, etc.)
	 Yes
	 No
	     

	3. The following information recorded under the Non-structural component are true and accurate:
	 Yes
	 No
	     

	i. Information needed from construction plans required for the drawing
	 Yes
	 No
	     

	ii. Purpose 
	 Yes
	 No
	     

	iii. Presentation
	 Yes
	 No
	     

	iv. Audience
	 Yes
	 No
	     

	v. Format of information
	 Yes
	 No
	     

	vi. Equipment (to be used in producing the drawing)
	 Yes
	 No
	     

	vii. Serviceability of equipment (e.g. usability of hand drawing equipment, etc.)
	 Yes
	 No
	     





	Supervisor Declaration
By signing here, I confirm that I have reviewed this Planning Sheet which the candidate (whose name appears above) has completed. 
I confirm that the information recorded on this Planning Sheet is true and accurately reflects the candidate’s performance during their completion of the workplace task.

	Supervisor’s signature
	     

	Supervisor’s name
	     

	Contact details (required)
	Contact number:      
	Email address:      

	Date signed
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