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 Unit Ref QCF210 

Title Developing and Maintaining Good Occupational Working Relationships in the Workplace 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm competence in developing 
and maintaining good occupational working relationships in the workplace. 

Learning 
outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

1 Develop, 
maintain and 
encourage 
working 
relationships 
to promote 
good will and 
trust. 

1.1 Provide information and advice about occupational work activities and associated 
occupations to relevant people. 

5,3 

1.2 Explain methods and techniques on how to maintain and encourage working 
relationships that promote goodwill and trust with relevant people. 

5,3 

1.3 Explain the factors that encourage goodwill and trust and how they are developed. 5,3 

2 Inform 
relevant 
people about 
work 
activities in 
an 
appropriate 
level of 
detail, with 
the 
appropriate 
level of 
urgency. 

2.1 Communicate on the following work activity information to relevant people 
following organisational procedures:  
-   appropriate timescales 
-   health and safety requirements 
-   co-ordination of work procedures. 

18,5,6,1 

2.2 Explain the factors of, methods and different techniques of informing relevant 
people about the work activities. 

18,5,6,1 

2.3 Describe the effects of not informing relevant people with the expected level of 
urgency. 

18,5,6,1 

2.4 List the people who would need to be informed about the work activities and 
describe the appropriate level of detail they would expect to receive. 

18,5,6,1 

2.5 State the factors that constitute work activities. 18,5,6,1 

3 Offer advice 
and help to 
relevant 
people about 
work 
activities and 
encourage 
questions, 
requests for 
clarification 
and 
comments. 

3.1 Advise relevant people about the different methods of occupational work activities 
in order to achieve the required outcome. 

4 

3.2 Explain the techniques of encouraging questions, requests for clarification and 
comments. 

4 

3.3 List the types of advice available and describe how to offer advice and help to 
people about the work activity. 

4 

4 Clarify 
proposals 
with relevant 
people and 
discuss 
alternative 
suggestions. 

4.1 Undertake regular discussions with relevant people about the occupational work 
activity and other occupations. 

 

5 

4.2 Explain the methods of clarifying alternative proposals with relevant people. 

 

5 

4.3 Describe the methods of suggesting alternative proposals. 

 

 

5 

5 Resolve 
differences 

5.1 Discuss and agree work activities with relevant people where differences of 
opinion occur of the proposed method of work. 

2 
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 Unit Ref QCF210 

Title Developing and Maintaining Good Occupational Working Relationships in the Workplace 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm competence in developing 
and maintaining good occupational working relationships in the workplace. 

Learning 
outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

of opinion in 
ways that 
minimise 
offence and 
maintain 
goodwill, 
trust and 
respect. 

5.2 Explain the methods and techniques of resolving differences of opinion in ways 
that minimise offence and maintain goodwill, trust and respect. 

2 

  
 
 
 
 

1) When my works manager is absent I chair start of shift briefings at the start of the day 
where all managers, foreman and supervisors attend from each occupation on site to gain 
knowledge of the day’s activities. I hold a start of shift briefing with all ________ employed 
operatives on site and explain activities on site for that day and the risks involved and the 
implications the works will have on programme. 
I hold a monthly Safety meeting for operatives on site where one operative from each trade 
on site attends so they can express their concerns about all matters on site and endeavour 
to close out any concerns within an agreed timescale. 
I aim to close out any Hazard Recognitions (near misses) arisen immediately and then brief 
to the relevant person(s) as soon as possible to show I am actively resolving issues and then 
brief this in the start of shift briefing the next day, this way I get more hazard recognitions 
handed in which helps us identify the trends so we can achieve a good safety culture. 
I always communicate with all people on site with the same high degree of respect no matter 
what their position. 
If any issues are raised on site they are resolved ASAP. I always endeavour to do as I say I 
will with regard to programme as I know it could have a knock on effect to other works on 
site. 
I always ensure that operatives on site are not being asked to work unsafe on site and I 
know that anyone on site could never say they were, I make sure that it isn’t a ‘just when it 
suits’ culture and take their safety very seriously. 
2) After the co-ordination meeting me and the senior engineer of my section sit down and 
develop a programme of works with a two week overview which gets emailed to all trades on 
site or if they have no email facilities I print it off and hand it to them and make a log in my 
diary. The programme gets briefed to the operatives at the Monday morning BBS meeting to 
give them an insight and so they know the importance of works on programme; it gives them 
something to work to. This information also gets briefed in the SOS each morning by me 
describing any developments on the programme. 
All site specific Health and Safety requirements are discussed in the site inductions which I 
regularly do. Any requirements which arise during the running of the project will be briefed by 
me in the form of a Tool Box Talk. I maintain no works will be carried out on site without a 
risk assessment and method statement in place and all on site will be working to them, if I 
find anyone working without a method statement I will issue a yellow card and record in my 
diary. 
If people are not informed of relevant timescales and coordination arrangements in the 
required time then this could have serious consequences on programme safety and cost. On 
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this project we had a new drawing issued but the site engineer failed to inform the relevant 
parties of the changes and as a results a portion of the works was carried out to an old 
drawing so the works had to be altered and this cost the programme two weeks. If I don’t 
inform all persons on site of commissioning works on site then people could, in the worst 
case scenario be in the area when conveyors are turned on which could result in serious 
injury, this is why I always let people know which areas are being commissioned each day 
and make a record of this on the start of shift briefing or in my diary if later on in the day. 
This is one of the major concerns on site at the minute so I ensure all works are planned, 
communicated and permitted. 
3)  I often have informal briefings at the workface with site supervisors and foremen and 
explain the way in which works will be done so they are aware in regards to safety, 
programme  and will there works ‘tie in’ to other works being done on site, are the 
dimensions right? And are the right materials being used? Etc. Any issues will be actioned 
there and then if possible and an email sent to relevant parties stating any issues or 
changes. 
I will often have regular discussions on site at each phase of the works and simply ask if all 
is ok, is there enough men on the operation for example. 
I always, where possible put a less experienced person on site alongside a more 
experienced person to give advice and allow learn methods of work, and I speak to each 
party separately to ensure they are happy with the arrangement. 
If the work requires I will look at upcoming works weeks in advance and see any training 
requirements needed and place supervisors or operatives on the necessary course. 
I had some drainage works on the project which was in the pipeline and I saw we needed 
more confined space trained persons on site so I organised and got the relevant people 
trained. 
4) I have a meeting with operatives on a Monday morning where I go through the works 
ahead for the week and the next three weeks, this gives them the opportunity to discuss any 
specific issues and important safety issues and give me feedback. If any alternative 
proposals are raised I will speak to the site engineers to get their input and also speak to my 
Works manager to see if the alternative proposals are valid and then send an email to other 
trades on site if needed to allow them to agree or disagree. All alternatives proposals will be 
added to the site programme by me or the Snr engineer and/or detailed in the RAMS and 
briefed to all on site in the form of Tool Box Talk’s and start of shift briefings. If I have any 
alternative proposals I will speak to the relevant party in good time in our co-ordination 
meeting or progress meeting which is minuted, if it is urgent I will speak to the party verbally 
and then an email will be sent confirming what has been discussed. 
5) Where differences of opinion occur at the proposed method of work, I will first gain all the 
facts of the works and have a meeting with the site engineer and works manager and make 
sure there is no other method of achieving the works before raising my concerns and I 
ensure there is an amicable way to resolve the issue, if not I will request a meeting and 
explain the reasons why or why not. 
Where the difference of opinion is between myself and supervisors or operatives I always 
give them the chance to do it their way if it won’t affect cost or safety, this acts as a learning 
curve and keeps them happy and sometimes their way is better which is a learning curve for 
me. I always go to the workface with supervisors of all trades and discuss the works to 
minimize any uncertainty about what they are proposing or what I’m proposing. 
I attend a weekly meeting with the client on a regular basis to make sure they are aware of 
our works which are going ahead and issue them a copy of our method statements and 
programme so they know what, where, when and why, this is where they discuss any safety 
concerns. I feel this achieves goodwill and respect. 
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Unit Ref QCF713 

Title Allocating Work and Checking People’s Performance in the Workplace 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm competence in allocating 
work and checking people's performance in the workplace 

Learning outcomes 
The learner will be able 
to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

1 Confirm the 
programme or 
operations and 
schedules, identify 
priorities and 
critical activities, 
and plan how the 
work will be 
undertaken. 

1.1 Identify and evaluate the priorities and critical activities in programmes or 
operations and schedules, and devise a plan on how the work will be 
undertaken. 

5 

1.2 Explain how to identify priorities and critical activities. 5 

1.3 Explain methods of confirming programmes or operations and schedules. 5 

1.4 Describe how the planning of work can be undertaken. 5 

2 Allocate work to 
team members, 
taking into account 
their current 
circumstances, 
and brief them on 
the quality 
standards or level 
expected. 

2.1 Evaluate and assign work to team members and carry out briefings taking into 
account there:  
-   skills 
-   knowledge 
-   experience 
-   workload. 

5,2 

2.2 Describe how to allocate work fairly to team members whilst taking into 
account their current circumstances. 

5,2 

2.3 Explain the methods and techniques on briefing team members about qualify 
standards or levels expected. 

 

5,2 

3 Monitor the 
progress and 
quality of the work 
and provide 
prompt and 
constructive 
feedback. 

3.1 Carry out checks on the progress and quality of work being undertaken against 
programmes or operations and schedules. 

10,2,5,7 

3.2 Carry out checks on the quality of work being undertaken against quality 
standards. 

10,2,5,7 

3.3 Explain methods of checking the progress of work against programmes or 
operations, schedules and the work against quality standards. 

 

 

10,2,5,7 

3.4 Provide feedback to team members on the progress of work and standards of 
quality. 

 

10,2,5,7 

4 Motivate team 
members to 
complete the work 
they have been 
allocated and 
provide, where 
requested and 
possible, any 
additional support 
and/or resources. 

4.1 Review and supply additional support and/or resources where requested by 
team members. 

 

5 

4.2 Explain the different ways of motivating team members to complete the 
allocated work. 

5 

4.3 Explain ways of providing additional support to team members and ways of 
getting feedback on additional support from team members. 

5 
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Unit Ref QCF713 

Title Allocating Work and Checking People’s Performance in the Workplace 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm competence in allocating 
work and checking people's performance in the workplace 

Learning outcomes 
The learner will be able 
to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

5 Identify 
unacceptable or 
poor performance, 
discuss the 
cause(s) and 
agree ways of 
improving 
performance with 
team members. 

5.1 Evaluate poor or unacceptable performance for given work activities. 2,5,10 

5.2 Implement methods that can improve performance of team members. 2,5,10 

5.3 Describe the various methods of identifying poor or unacceptable performance. 2,5,10 

5.4 Explain ways of discussing the causes of poor performance with team 
members and how to get agreement on ways of improving performance. 

2,5,10 

6 Recognise 
successful 
completion of 
significant pieces 
of work or work 
activities by 
team/team 
members, and 
advise responsible 
people. 

6.1 Demonstrate ways of recognising success and praising team members on 
successful completion of work. 

2,13,5 

6.2 Advise responsible people on successful completion of work. 2,13,5 

6.3 Describe ways of recognising completion of significant pieces of work or work 
activities. 

2,13,5 

6.4 Explain effective methods of advising responsible people of the team/team 
member's successes. 

2,13,5 

  

 
 
 

1) I attend weekly co-ordination meetings and weekly progress meetings and from these 
meetings, I gather evidence and agree a schedule of works with all involved. If during the 
works I see priorities change due to an oversight I will speak to my works manager and snr 
engineer and agree a different approach. If I see works which are ahead of programme I will 
move resources if needed to a different section of works. Once any works have been agreed 
I will send an email with any changes to programme to relevant people. 
I help with the planning of site operations during site meetings and on site meetings with 
Foremen, Supervisors, Gangermen and Engineers. I ensure all methods of works are 
detailed in the risk assessment and method statement. 
2) I always place team members on activities which I know will best suit their abilities with 
regard to safety, quality and programme. I will place team members with others who will get 
the best out of them and keep them safe, for instance I will place a new member of the team 
with a longstanding member to gain knowledge from them and work in the best and safest 
methods. 
I go through the works at each stage of the operation with team members so I don’t overload 
them with works. 
I listen to any team members concerns and if they feel they are not being given the best 
chances to gain knowledge and experience or making the most out of theirs I will allocate 
them to other works if possible or keep them in mind for future works. 
If any team members have personal issues at home and they confide in me, I keep this 
information confidential and assign them to works which will not add to the pressures of 
home and I will always offer advice if needed. I have had this happen on this project and 
take pride in them confiding in me. 
l brief team members on quality issues during the weekly Behaviour Based Safety meeting 
where the team have the chance to raise any concerns they have also, I also brief the team 
in the daily START OF SHIFT briefing. If I walk into an operational area and see a mistake 
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with the works I will speak to the supervisor of the section one to one and explain the 
required standards, this will be logged in my daily diary. 
3) I ensure that all works are being monitored by the site team at all times and they report to 
me with any works they feel have fell behind and any quality concerns, we will then go 
through the specification and programme and agree ways to amend the issues raised. Any 
works which are found to be defective by me will be given an NCR with my instruction by the 
Snr engineer and will be given an allotted timescale to be completed. 
I record a daily diary which details works which have been completed and the site 
supervisors do the same, this allows us to jointly check performance against programme in 
the foreman’s meeting which I minute. 
Team members are briefed by me each morning in the START OF SHIFT briefing regarding 
progress of the critical works and any quality concerns will be raised. 
If our works are found not to be meeting programmes then I will speak to the relevant people 
detailing this. 
I always give praise to team members wherever possible and we operate an employee of 
the month scheme with prizes to keep the team motivated. 
4) I hold the weekly meeting with operatives on site with supervisors in attendance where I 
thank them all for any work achieved to give them a sense of ownership of the site and I will 
do something like order the team better waterproof clothing, which is only a small thing but 
goes a long way, I know this from when I was on the ground. 
If a team member approaches me and has concerns with resources or support I will go to 
the workface and assess the works being carried out to see are being organised correctly 
before I allow any more resources or support.  If additional support is needed, for example 
more manpower, I temporarily move people from one activity which is running ahead of 
agreed programme and schedule to needed areas or I will get more labour onto site with my 
works manager’s authorisation. 
I always take concerns very seriously and even if concerns are not justified, I don’t make a 
big issue as I want them to come and see me in the future with real concerns and not scared 
of telling me. 
5) I evaluate poor or unacceptable performance by means of checking site diaries and 
speaking to site team members, also checking our current progress against the programme 
and specification. I will discuss this in a number of ways- the weekly BBS meeting to 
supervisors and operatives and in the weekly foreman’s meeting, in the weekly BBS meeting 
I will explain the importance of a continuation of works and gain feedback of how we as a 
team can improve. 
I will identify poor performance by checking progress and agreed works against programme 
and I also check SAFETY scored audits which I close out. A member of the senior team will 
also raise their concerns to me. I will be alerted to an unusual amount of NCRs are put in 
and close them out, in the agreed time. 
6) I keep up to date with the programme and percentage of works completed each day and 
make a log in my diary, I regularly check the NCRs against our works and sub contractors 
works I check these are closed out and inform the team if we have done well. I close out a 
lot of scored audits and this helps me keep up to date. 
If we as a team have done well I will thank them at the earliest opportunity, normally the start 
of shift next day, if we have had a good scored audit I will give constructive feedback 
 I attend weekly foreman’s meetings where supervisors are informed of successful works 
and they are advised to pass this information down. 
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Unit  QCF714  

Title Identifying and Enabling Learning Opportunities for Given Work Teams in the Workplace  

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm competence in identifying and 
enabling learning opportunities for given work teams in the workplace 

Learning outcomes 
The learner will be able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

1 Promote the 
benefits of learning 
by giving fair, 
regular and useful 
feedback on their 
team's work 
performance. 

1.1 Analyse individual and collective work performances of team members on 
various activities. 

 

 

1.2 Regularly provide feedback on individual and collective work performances 
that is fair and encourages an individuals' learning within their team. 

 

5 

1.3 Provide their team members with collective and individual reasons that 
promote the benefits of continual learning. 

 

5 

1.4 Describe the different techniques that can be used to promote benefits of 
learning to individuals and groups. 

 

4 

1.5 Explain the procedures and methods that should be used to give fair, 
regular and useful feedback to teams and individuals. 

 

 

5,1 

2 Work with their 
team to identify and 
prioritise learning 
needs and identify 
and obtain 
information on a 
range of possible 
learning activities. 

2.1 Plan and communicate with individual team members to determine their 
immediate learning requirements for relevant work activities. 

 

 

2.2 Obtain learning information for individual team members based on at least 
two of the following learning activities:  
-   formal 
-   informal 
-   coached 
-   mentored 
-   vocationally qualifying 
-   continuous professional development 
-   professional membership. 

 

2.3 Explain the methods and techniques of working effectively with teams and 
individuals in order to identify and prioritise learning needs. 

 

 

 

2.4 Outline possible ways of obtaining information from a range of learning 
activities. 

 

 

 

3 Discuss 
development needs 

3.1 Meet with and identify development needs for team members based on the 
following areas:  

6 
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Unit  QCF714  

Title Identifying and Enabling Learning Opportunities for Given Work Teams in the Workplace  

with team 
members. 

-   current skills and knowledge 
-   learning activities undertaken 
-   learning objectives to be achieved 
-   resource requirements for development 
-   timescales. 

3.2 Explain methods and techniques of discussing and agree development 
needs with team members. 

 

4 Support team 
members in 
undertaking 
learning activities 
by making efforts to 
remove any 
obstacles to 
learning. 

4.1 Provide relevant assistance and support to individuals and the team when 
learning or updating skills and knowledge. 

 

4.2 Identify any relevant obstacles to an individual's learning and take actions to 
remove them. 

 

4.3 Explain procedures that could be implemented to allow support and 
assistance for team members who are undertaking learning activities. 

6 

4.4 Describe the types and ways of identifying obstacles to learning for both 
individuals and teams. 

 

4.5 Explain how obstacles to learning for individuals and teams can be 
removed. 

 

5 Evaluate the 
learning activity 
undertaken with 
team members to 
ensure the desired 
outcomes have 
been achieved. 

5.1 Appraise learning activities undertaken by individuals and the team on 
completion of learning programmes. 

 

5.2 Map the learning outcomes from completed learning programmes against 
team individual's pre-identified learning needs. 

3,6 

5.3 Explain how to plan and implement evaluations on learning activities 
undertaken by team members. 

 

5.4 Describe methods that can measure desired outcomes from learning 
activities, and ways to ensure that they have been achieved. 

 

6 Update 
development plans 
with team 
members. 

6.1 Review team members individual development plans and amend the plans 
following completed learning activities and/or identified learning needs. 

 

6.2 Explain the procedures that are or can be used to update development 
plans with team members. 

 

  

1.1. I always analyse the team on a regular basis taking into account their circumstances, 
agreed timescales and workload. 
1.2. I provide feedback to the team either in written or spoken form in either a positive or 
negative manner taking into account their performance against agreed objectives. 
1.3. I have recently promoted one of the ground workers to Ganger man after I spoke to him 
about learning opportunities, not just academic learning but on the job learning also and 
after three months of assessment by myself he had taken what I said into account. 
I hold a weekly BBS meeting with the operatives each week where I will, when needed 
explain to them how long is left on each section and what trades will be left on the job, I do 
this well in advance to give them time to get training. I will provide help where needed. 
1.4. I often promote the benefits of learning to the team by the way of keeping them in work if 
they are willing to learn and I will often organise training, I have organised over 10 courses 
on this project already with the authorisation of my works manager. When the team 
members achieve a new qualification, depending on what it is, they may get a small pay rise. 
1.5. During discussions at work I regularly provide feedback to individuals in a positive, 
or if needed a negative way that respects the individual’s right for confidentiality. 
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2.1. &2.2 I will regularly speak to team members either on site or in our meetings and ask if 
they need any training, the meetings are informal and all team members feel 

comfortable to speak out. We go through the RAMS at the workface and identify any  
training requirements as a team. 
 2.3.&2.4 I often swap teams around to gain knowledge of their different abilities in different 
areas of work, from this knowledge I can determine where the team members are best 
placed and understand their weaknesses and training needs. I will then prioritise these 
needs keeping the programme and safety in mind. 
3.1. The operative who I promoted to gangerman John Stevens has gained a lot of 
knowledge on this project through working alongside others on different aspects of the work 
so he was the perfect candidate to put forward for the role, I understood that I could only 
provide limited one to one learning as my works keep me tied up for a lot of the day. I have 
got Terry Johnson who is an NVQ assessor to assess him on his NVQ 3 which he is due to 
start in April, he has since started leading his own small team of four men under my 
guidance and he has started giving TBT’s in the morning. He is still doing his everyday 
works as normal because the program is critical at this moment in time. 
3.2. I often speak to operatives about future works and ensure they feel equipped and 
confident for future job responsibilities before work commences. 
4.1. If any member of the team attend safety training courses and it is beneficial to the 
project I will ensure, by speaking to my works manager beforehand that they receive 8 hours 
pay for the day off 
4.2. John Stevens will require NVQ level 3 as in company procedures to develop further so I 
have organised this for April. Any time he needs to be assessed it will be done in works time 
as it is beneficial to us as a team. 
4.3. If  we don’t have enough resources to put operatives on training courses I will do my 
own training in the form of TOOL BOX TALK’s, any plant or machinery that arrives on site I 
will ensure the operatives receive familiarisation training in the form of a tool box talk by the 
hire or supply company. If an operative requires a day off for a training course I will 
temporarily switch teams around to compensate, as long as safety and program aren’t 
compromised. 
4.4. The site has a very good team who will speak out if they feel they aren’t able to learn, 
Louis the gateman recently came to me and said he feels he could do more on site than just 
a gateman, so I have placed him on works nearby with a groundwork team so he can still 
keep his eye on the gate and keep it shut at all times. The obstacles to learning could be 
lack of money, hectic home life, program constraints, and safety constraints. 
4.5. Jake, one of our machine ops recently had to gain NVQ 2 in excavator to keep his 
excavator ticket, but because he wasn’t insured on ______s machine without authorisation I 
asked ___________ to ring his dad ____, the ______ manager who agreed he could go on 
it for short periods during break time. I ensured he was signed onto the rams and filled out a 
plant operator induction and he was supervised at all times. 
5.1. After I have briefed the RAMS to the operatives, which is learning in itself, I will assess 
the works and check whether they are being worked to 
5.2. If I brief a TOOL BOX TALK I will ensure that what I have said has been taken into 
account. I recently briefed the dumper drivers about the dangers of speeding on site after a 
hazard recognition was handed in, the next week another hazard recognition was handed in 
regarding the same issue so I knew certain members of the team had ignored the warnings, 
I gave all the dumper drivers plant operators inductions again. 
5.3. If a member of the team undergoes new training I will automatically know that they need 
assessing and will do this before they are left on their own, for a small example, if someone 
has a new abrasive wheels qualification I will watch them at the workface using the 
equipment to see if they are competent, I will do this in a way so they don’t realise what I’m 
doing. This is a small example but this is done on all training undergone. 
5.4. After an employee has attended a training course I follow up and ensure they have an 
opportunity to put the training to good use before the new skills or knowledge become a 
distant memory, this is a challenge as when they come back to work they may have work 
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which has ‘piled up’ but is necessary that the training has the desired benefits for the team 
member and _______. 
6.1. Once I have achieved this I will speak to the team member and conclude if they are 
happy, or discuss future learning opportunities. 
6.2. _______ have an appraisal scheme where you set target objectives and assign a target 
date, once required training has been developed the employee review can be updated. 
 
 
  



Cskills Awards L6 NVQ Diploma in Construction Site Management  
Building and Civil Engineering (QUA884) 
 

11 
 

 

Unit Ref QCF715  

Title Contributing to the Identification of Work Teams in the Workplace  

Level The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm 
competence in contributing to the identification of work teams in the workplace 

 

Learning outcomes 
The learner will be able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

1 Identify any 
significant factors 
which will affect the 
number, type and 
availability of people 
and services. 

1.1 Examine and analyse project requirements and consider at least three of the 
following significant factors:  
-   location 
-   cost 
-   time 
-   skills, experience and knowledge required and available 
-   training and development requirements 
-   current legislation. 

4 

1.2 Explain methods that can identify significant factors that can affect numbers, 
types and availability of people or services for typical projects. 

 

18 

2 Evaluate and record 
the quality and 
potential reliability of 
people or services, 
and circulate the 
results to decision-
makers. 

2.1 Undertake a selection, assessment and recording process on at least two of 
the following people or services to check that their work quality and reliability 
meets organisational requirements:  
-   technical staff 
-   sub-contractors 
-   specialist services 
-   operatives. 

 

1 

2.2 Inform decision makers of the outcomes of quality and reliability checks 
made on relevant people or services. 

 

2.3 Describe methods that can evaluate and record the quality and potential 
reliability of people or services. 

 

 

2.4 Explain typical ways and techniques of circulating results from evaluations 
of quality and potential reliability to decision-makers. 

 

2 

3 Negotiate and agree 
proposals which are 
likely to produce 
effective teams. 

3.1 Consult people or service providers selected as meeting programme 
requirements, and agree proposals for their effective participation with 
relevant projects. 

 

3.2 Confirm team members on relevant projects with selected people or service 
providers. 

 

 

3.3 Explain factors that allow proposals to be made for team  

 

 

3.4 Explain negotiation methods that can be used to get appropriate people or 
services for given teams. 

 

 

4 Follow rules and 
formalities for 
obtaining people and 
services. 

4.1 Identify and apply at least two of the following rules and formalities when 
identifying team members for relevant programmes of work:  
-   contractual 
-   current legislation 
-   codes of practice 

4,1 
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Unit Ref QCF715  

Title Contributing to the Identification of Work Teams in the Workplace  

Level The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm 
competence in contributing to the identification of work teams in the workplace 

 

Learning outcomes 
The learner will be able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

-   organisational procedures 
-   certification of competence. 

4.2 Explain how to work within current rules and formalities governing the 
identification of work teams. 

 

4.3 Give reasons on why they must work within current rules and formalities 
when identifying teams. 

6 

  

 
 
 
1.1. We hold a Foreman’s meeting on a regular basis where I will be prompted by my works 
manager to explain the works I have programmed in and what deadlines need meeting, I 
take into account cost, time, skills available and location of the works, from this information I 
will assign a team to do the works. 
_______ have a policy of no lifting without a slinger signaller so to save time and money we 
as a team, in any correspondence to the office, have always requested where possible, a 
slinger to go with every excavator on site to save swapping about and worrying if the slinger 
signaller will turn up for work, all our slinger signallers have been placed on excavator banks 
man courses for the same reasons. 
1.2. When I first arrive on a project we will be given a programme of works, drawings and 
specifications, from this information I will know what resources we require. 
2.1.&2.2 I will often ask the gateman to record times of concrete wagons entering site as we 
have had a poor quality of service on this project, I then pass this information on to the snr 
site agent in written form who will then send an email to the representative of the company in 
order to improve this service. 
I often review sub contractors risk assessments and method statements to see if they are 
working to them and they are within legislation and to _______ procedures, any information 
will be passed on to my works manager. 
I do checks on concrete works on site against the project specification, if any works are 
found not to specification I will ask the snr engineer to issue an NCR against the works. 
2.3. I have a very good team who are very skilled on this project who I can ask to do checks 
on quality and service. 
2.4. If at any time I feel quality or reliability is compromised I will speak to my line manager 
and tell him my proposed actions before making a decision, then make a log in my diary. 
I will when needed send an email to the relevant people with my concerns and proposed 
actions   
3.1. I will often call a meeting with the relevant team members to discuss future works for 
sub contractors who I feel have performed well and met contractual targets, I will already 
have a case to put forward as it is in my interest to get a contractor for the works who will 
work safely and take pressure off me by meeting deadlines set. We had a firm in called 
Concrete TS who had done works for us on the odour slab, so I spoke with ____  Duncan 
and Ian Peters who are engineers and they agreed, the works is still under tender. 
3.2. When I arrive on a project that requires certain people, I will often have someone in 
mind from a previous contract that I work well with and performs well; I will speak to my line 
manager regarding this to confirm their requirement. 
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3.3. I will assess team’s participation in successful works and individual circumstances 
before making a proposal of works to my line manager. 
3.4. There is a concrete finishing company who are on this project, when they first started on 
site they were given the possibility of future works if they performed well and met deadlines 
set, providing a safe environment in the process. They have now done at least 90% of the 
concrete works on site. 
4.1. We often employ agency staff when required and take into account what works are to be 
done and the agreed timescale, when I understand what works are to be done I will find out 
what the current codes of practice are and what training is required, I do this by my own 
personal knowledge gained through various training courses, sending an email to our very 
knowledgeable SAFETY department and from the HSE website which has all the ACOP’s. 
_______ has a very good training department and I feel I am knowledgeable in most areas 
due to this. I ensure all requirements are detailed in the RAMS before works commence. 
4.2. I always try to keep an up to date team with regard to training and competence, I may 
have to interchange teams on occasion to ensure all areas of the works are covered. This is 
normally only a temporary measure until training can be organised. 
4.3. I have team briefings weekly and provide TOOL BOX TALK’s on matters of health and 
safety at work, one of the most recent TOOL BOX TALK’s I did was regarding an operative 
who was given a prohibition order due to not conforming with HSE guidelines. My team 
understand that the current guidelines and formalities are for their benefit, nobody is asked 
to work otherwise and we have an excellent health and safety culture. Working outside 
current rules could create an unsafe environment and result in a reportable accident and 
ultimately affect future works. 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
  



Cskills Awards L6 NVQ Diploma in Construction Site Management  
Building and Civil Engineering (QUA884) 
 

14 
 

Unit Ref QCF726  

Title Establishing, Implementing and Maintaining Systems for Managing Health, Safety and 
Welfare in the Workplace 

 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm 
competence in establishing, implementing and maintaining systems for managing health, safety and 
welfare in the workplace 

 

Learning outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

1 Encourage a 
culture of health, 
safety and 
welfare on site, 
and identify and 
implement 
improvements. 

1.1 Develop initiatives which encourage a health, safety, welfare culture and 
consideration for the environment. 

3,6 

1.2 Examine and analyse current systems, procedures and facilities used or supplied 
for health, safety and welfare. 

 

 

1.3 Facilitate improvement methods to health, safety and welfare systems, 
procedures and/or facilities. 

 

1.4 Explain ways that the culture of health, safety and welfare can be promoted and 
encouraged. 

 

7 

1.5 Explain how opportunities to improve health, safety and welfare could be 
identified and how appropriate recommendations can be made. 

5 

1.6 Outline who the promotion of a health, safety and welfare culture should be 
aimed at. 

 

 

2 Allocate health, 
safety and 
welfare 
responsibilities 
which comply 
with current 
legislation and 
ensure site 
inductions 
consistently 
inform people of 
those 
responsibilities. 

2.1 Evaluate health, safety and welfare requirements of projects and determine 
number and types of people needed to comply with current legislation. 

 

7,4 

2.2 Assign health, safety and/or welfare responsibilities to selected people. 

 

10,1 

2.3 Carry out regular induction briefings to inform those responsible of their 
designated duties. 

 

6 

2.4 Describe how, and to whom health, safety and welfare responsibilities should be 
allocated. 

6 

2.5 Explain methods and techniques of conducting site inductions and list typical 
subject areas that should be covered. 

 

6 

2.6 Explain how and why site inductions can consistently inform people of their 
responsibilities. 

 

 

6,1 

3 Ensure accurate 
and appropriate 
notices and 

3.1 Identify which legislation, regulations, codes of practice and official guidance 
applies to relevant work areas and activities to determine types and locations of 
notices and hazard warnings. 

4 
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Unit Ref QCF726  

Title Establishing, Implementing and Maintaining Systems for Managing Health, Safety and 
Welfare in the Workplace 

 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm 
competence in establishing, implementing and maintaining systems for managing health, safety and 
welfare in the workplace 

 

Learning outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

hazard warnings 
that conform to 
current legislation 
are maintained. 

3.2 Carry out regular inspections of relevant areas of work to confirm that placed 
notices and warnings are accurate and in the correct locations. 

10 

3.3 List the types of notices and hazard warnings that apply to relevant work areas 
and explain how to ensure that they comply with current legislation. 

10 

3.4 Explain ways that accurate and appropriate notices and hazard warnings for the 
workforce, visitors and the public can be maintained. 

10,1 

3.5 Give reasons why accurate and appropriate notices should be relevant, correctly 
placed and maintained, and explain possible consequences should they not be. 

 

4 Ensure health, 
safety and 
welfare 
equipment and 
resources are 
available and 
sufficient to meet 
current 
legislation. 

4.1 Identify required health, safety and welfare equipment for given work areas. 7 

4.2 Specify health, safety and welfare equipment and resources for work activities 
that meet the project, organisational and statutory requirements. 

6,4,3 

4.3 Implement maintenance procedures for health, safety and welfare protection 
equipment and resources. 

4,9,1 

4.4 Describe the types of health, safety and welfare equipment and resources that 
would be needed for relevant work activities. 

4 

4.5 Explain ways of ensuring that health, safety and welfare equipment and 
resources are available and sufficient for the project. 

 

4.6 Explain how to ensure that health, safety and welfare equipment and resources 
comply with current legislation. 

 

5 Implement 
systems which 
meet current 
legislation 
requirements to 
identify hazards, 
reduce risks and 
maintain the 
health, safety and 
welfare of people. 

5.1 Devise and/or apply systems to given work areas that allows hazard 
identification, assessment of risks and adoption of relevant control methods. 

3,7 

5.2 Devise and/or apply systems to given work areas that identify breaches in health, 
safety and welfare requirements. 

3,5 

5.3 Devise and/or apply systems to given work areas that are able to allow for the 
reporting of accidents, emergencies and near misses. 

7 

5.4 Explain how systems which meet current legislation requirements for identifying 
and reducing hazards should be implemented. 

3 

5.5 Explain methods that can be used to implement systems that can report and 
record accidents, emergencies and near misses. 

6 

5.6 Explain ways of maintaining the welfare of people in accordance with current 
legislation requirements. 

3 

6 Ensure hazards 
are identified and 
obtain information 
on their 
significance. 

6.1 Evaluate given work areas and identify any hazards that can affect the workplace 
and surrounding areas. 

 

1 

6.2 Determine the significance of identified hazards within the workplace. 

 

3 
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Unit Ref QCF726  

Title Establishing, Implementing and Maintaining Systems for Managing Health, Safety and 
Welfare in the Workplace 

 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm 
competence in establishing, implementing and maintaining systems for managing health, safety and 
welfare in the workplace 

 

Learning outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

6.3 Explain relevant methods that can ensure hazards are fully identified. 

 

3,5 

6.4 Describe methods and techniques that allow further information about hazards to 
be obtained. 

 

5,6,3 

6.5 Explain the methods and factors that determine the significance of hazards. 

 

3 

7 Ensure the 
significant 
hazards are 
assessed to 
identify the 
residual risks, 
apply the 
principles of 
prevention to 
reduce the risks 
and provide 
information to 
appropriate 
people. 

7.1 Apply the following principles of prevention to identified significant hazards:  
-   elimination 
-   control at source 
-   management 
-   cumulative protection 
-   personal protective equipment. 

9 

7.2 Identify and analyse any residual risk or risks and apply additional control 
measures as appropriate. 

 

 

1 

7.3 Inform appropriate people about required hazard controls and any remaining risks 
using various formats. 

 

6,1 

7.4 Describe methods that allow residual risks to be identified. 3 

7.5 Explain ways of applying the principles of prevention to identified relevant and 
significant hazards. 

 

1 

7.6 Explain how risks can be reduced and ways that information can be provided to 
appropriate people. 

 

 

1 

8 Monitor health, 
safety and 
welfare systems 
regularly for 
compliance with 
current 
legislation. 

8.1 Ensure that regular checks are carried out on health, safety and welfare systems. 10 

8.2 Analyse and record special site conditions and situations which do not comply 
with regulations. 

8,7 

8.3 Apply relevant measures which will prevent reoccurrence of breaches to the 
requirements of health, safety and welfare. 

8,7 

8.4 Explain methods and/or procedures used to regularly monitor health, safety and 
welfare systems. 

8,7 
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1.1. I have developed a hazard recognition trends table so I can give feedback to the 
workforce on what they themselves have recognised. From these figures I then develop 
TBT’s on the trend categories which have the highest number handed in. I also focus on 
these issues in the START OF SHIFT briefing which I chair. 
During the weekly BBS meeting which I chair I ask the workforce whether they have any 
safety concerns or welfare issues, the meeting is relaxed and is an open discussion. 
1.2.&1.3 The biggest killer in the construction industry is fall from height so I asked all 
contractors and sub contractors in the BUILDING to review and amend their RAM’s for the 
use of ladders, the company policy is the hierarchy of control: scaffold, aluminium towers, 
podiums, step ladders, ladders etc. With the BUILDING being such a congested area the 
workforce where using step ladders when podiums could be used and so on. I have 
implemented new control measures for the BUILDING, it goes like this – 1.Fixed scaffold 
2.aluminium tower 3.podium steps 4.step ladder up to five steps 5.step ladder above five 
steps (harness must be worn) 6.ladder (footed, only as a last resort) 
1.4. On this project I organise a SAFETY employee of the month award where there is a 
prize for whoever has an excellent safety record for the month. 
1.5. I feel the best way to identify opportunities to improve health, safety and welfare is to 
ask the operatives themselves, who are at the workface mainly and gain feedback from them 
in a positive manner, any opportunities identified will be recommended to our SAFETY 
department or my works manager before making a decision. 
1.6. Everyone on site has a duty under the Health and Safety at work act to act in a 
responsible manner with regard to health and safety, he/Safety must not endanger 
themselves or others who may be affected by their actions. The promotion of health, safety 
and welfare should be aimed everyone on site but I feel supervisors on site need to be at the 
forefront of any campaign, if they have no interest then operatives on the ground will also 
have no interest. 
2.1. Being part of a large organisation makes it easier to obtain accurate details on any 
current legislation; I have the combined assistance of all the site team which includes a 
SAFETY team made up of five main people each with expertise in different areas. I myself 
am the fire coordinator, of which the site only needs one person assigned, although there is 
three fire marshals who contribute and know their responsibilities in the event of a fire, we 
have regular fire drills to maintain this. I am also a site first aider of which the site needs one 
for every fifty workers to be available at all times people are at work if you read the HSE 
guidelines, although with _______ being at the forefront of safety this number is much less. 
The _______ procedures and guidance states there should be a Site SAFETY 
representative of which I have been assigned 
2.2. I have assigned the two store men, under my close supervision the task of checking the 
lifting equipment and plant by means of a visual inspection on site and keeping a record of 
this. They are both competent in their roles and I have helped them along the way. 
The weekly legionnaires checklist which is to maintain that water doesn’t go stagnant in taps, 
heaters and showers etc by running them every week is also the responsibility of one of the 
store men, I have briefed him on the RAM’s and ensured he understood. 
2.3. I regularly induct people to site and ensure all inductions are done correctly by speaking 
in a clear way and respecting that it may be some peoples first time on a large project. I ask 
people at the start of the inductions to stop me at any time if they don’t understand as they 
may forget by the time it comes to the end, I then ask at the end ‘any questions’. 
2.4. Where health and safety responsibility needs are identified by either _______ 
procedures or guidance, HASAWA or any other means, we will need to identify who has the 
current training, knowledge and competence before approaching them and asking whether 
they want the task at hand. If there is nobody that fit the bill we will have to place a 
responsible and trustworthy person to attend training and guidance, possibly in the form of 
TOOL BOX TALK’s or mentoring. 
2.5. If I carry out site inductions I ensure I speak firmly and speak in a way that shows I am 
serious about what I am speaking about, if I don’t do this then what I have said will be 
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worthless, I have sat in many an induction where the inductor has said something along the 
lines of ‘I have to say this but we don’t really bother’ or ‘If I see you doing this I won’t bother, 
but watch out for ~~~~~’. The induction is where the behavioural tone of the site is set, if I 
don’t induct in the required standard it may already be too late to educate. Our site induction 
is in the form of a flip chart which is better than a DVD because I know by their body 
language if they are listening. The subject areas that are covered in our site inductions which 
I feel are important are, fire procedures. The project (history, current stage, type of 
construction etc.), plant requirements CPCS etc, site first aiders, welfare facilities, 
environmental concerns/procedures, safety signage and prohibited areas. I have undergone 
induction training for this project. 
2.6. Our induction is continuously updated to meet current health and safety requirements 
and project requirements, I have updated it myself on three occasions, more notably when 
the ___ was handed to TEG’s control and it became an authorised only area and when the 
hi viz vests were changed. Any person who comes to our site may not be aware of the new 
procedures set so will inform them of these. If procedures change and people have already 
been inducted I will ensure they are made aware in the form of a TOOL BOX TALK and put 
posters up in welfare areas and the RAMS are updated and I brief the revision. 
3.1. I have gained an SSSTS certificate and we were taught about signage, the Health and 
Safety (Safety Signs and Signals) Regulations 1996. These regulations require employers to 
provide specific safety signs wherever there is a risk that has not been avoided or controlled 
by other means. Where a safety sign would not help to reduce risk, or where the risk is not 
significant there is no need to provide a sign. There are specific requirements for the shape, 
colour and pattern of safety signs. Any sign must contain a symbol or pictogram and be of a 
specific colour which clearly defines its meaning. Supplementary text may also be used to 
aid understanding, but text only signs are not permitted. Fire Safety Signs are covered under 
the Fire Safety Signs and Notices BS 5499: Part 1:1990 and comply with the above 
regulations. I already knew some of the regulations but I have read my guidance notes, 
which I am not afraid to do as nobody knows everything from the top of their head. 
 
 
 
 
 
 

3.2. I often do site weekly inspections and if I highlight signs that are not present or are in the 
wrong locations, I will ask an operative to either replace the signage or remove it and take it 
back to the stores 
3.3. On this site we have signs for the entrance road warning of pedestrians, heavy plant 
crossing and the site speed limit etc. It is often my task to ensure this is all correctly located. 
We have live sub stations and MCC’s on site which are prohibited areas; I made sure there 
were signs clearly indicating this on the entrance by speaking to the electrical supervisor on 
site. Tyco sprinkler engineers recently installed sprinkler pipe on site which was at low 
height, I immediately asked them to provide ‘mind your head’ signage, and they reluctantly 
complied. I am very aware of what signage needs to go where and I am actively enforcing. 
3.4. I regularly carry out weekly inspections, as do the rest of the site team and I check 
signage. If a new work activity starts I ensure there is adequate signage, Thos is also briefed 
to the operatives by me as detailed in the RAM’s about segregation and signage. When the 
road sweeper is on site and the signs are looking dirty I ask him to jet wash the signs off. 
3.5. On this project we have a lot of German workers and also Indian workers who cannot 
speak English, we do have interpreters on site but if they miss something out of their brief, 
for example which areas are getting dry commissioned then they could potentially walk into a 
‘live’ area and death could easily result. We ensure that site signage contains a pictogram 
for these persons on site and not just text. If we don’t have good perimeter signage which is 
maintained and relevant then children could come onto site not knowing the dangers. 
4.1. I have set up a safe zone in the BUILDING, which has an air horn for emergency 
situations as we have no fire alarm in the BUILDING, eye wash bottles as we are using 
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chemicals in the building, ear plugs as the noise fluctuates from time to time, a glasses 
cleaning kit and directions to the hospital. I have also placed ear plugs at another entrance in 
case it is immediately noisy. 
4.2. I ensure that on this site, if any power tools are to be used then safety goggles are worn 
by the operative as LEP isn’t acceptable. 
I have undergone a face fit testing train the trainer course and I ensure that if any operative 
on site is wearing dust masks they have been face fit tested by myself. 
If any safety requirements become known to myself by either my works manager or from a 
member of the SAFETY team then I will brief this to the workforce in a TOOL BOX TALK, 
and actively enforce the issue by means of a yellow card or red if necessary. I always 
comply with regulations or site requirements to set a good example. 
4.3. Being fire coordinator it is my job to ring up ________ fire to do a service of all fire 
systems, including alarms, extinguishers and signage. I always ask the store man if he has 
enough PPE stocked up in the stores and he is aware that he should have twenty of 
everything at all times. I often review RAM’s to ensure the methodology is correct and safe 
and states the safety and welfare equipment to be used.  
4.4. I often issue confined spaces permits, I have gained a two day confined spaces entry 
ticket myself and a one day management of confined spaces, and I have also done a lot of 
confined spaces work myself. So I feel I am fairly knowledgeable on this subject and always 
make sure all the relevant equipment is used and the relevant people in attendance, top man 
and 10 min escape kit for example. 
4.5. I regularly check in advance of an operation starting what welfare equipment and 
recourses are required and after speaking to my works manager I propose equipment and 
resources for the given task and get an answer whether it is available and efficient. 
4.6. Before any new health, safety or welfare equipment is ordered for the job I will ring up a 
member of the SAFETY department to get their opinion and speak to my works manager 
with my proposals and agree an amicable solution. 
5.1. I have recently applied a control method in the live electrical rooms in the BUILDING, it 
is industry practice to have permits to enter on the side of panels as you enter the room yet 
when I went to the door and asked for them the electricians said they were in the office, after 
speaking to the electrical supervisor it is now in place. I ensure that in the BUILDING there is 
a permit to work within the vicinity of live electrical equipment when using MEWP’s and 
cranes. I have handed hazard recognitions in for this. 
 
 

5.2. We have a hazard recognition system on site of which I am actively involved, I ensure I 
close out hazard recognitions at the earliest opportunity and always provide constructive 
feedback, this way I use the workforce to my advantage and they will not feel threatened 
about reporting issues which they see. I hold the BBS briefing where all the operatives are 
told, don’t walk by an issue someone’s life may depend on it, they have ownership of the site 
and will come to me with any issues. 
5.3. I have put a mobile phone zone in a central location so people can use the phone in 
emergencies. There are also hazard recognition forms in the same area so they can fill them 
out while it is still fresh in the mind. 
5.4. The hazard recognition system on our site is implemented with very high importance 
and urgency and the whole of the site team including myself take it very seriously. We 
provide hazard recognition forms to all supervisors on site and we have a letterbox in the 
canteen to post them if the person wants to remain anonymous. We operate a no blame 
culture where nobody can be told off for reporting a hazard and this is briefed in the site 
induction. Feedback is given at the earliest opportunity. 
5.5. On this project we have a prize every six months on who has put the most observant 
hazard recognition in, so far we have had a Harrods hamper and Tesco vouchers. 
We implement the hazard recognition system as soon as the person arrives on site in the 
site induction; it is always taken seriously by the _______ team. 
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5.6. All hazard recognitions are closed out or actioned immediately to protect the welfare of 
the workforce. We have a cleaner on site who keeps the welfare facilities to an excellent 
standard. 
6.1. When I am given a task, I will review the risk assessment before any work commences 
and ensure all risks are detailed and ensure any permits needed are present. Once the work 
has commenced I will continually assess the work areas and my competent workforce will let 
me know of any hazards or risks identified by them. 
6.2. Identified hazards should be dealt with in the utmost urgency to keep up morale and to 
stop people getting hurt by risks we know about. By not dealing with an hazard which is 
reported to me I could face disciplinary procedures or be prosecuted if someone gets hurt. 
Identified hazards help us build up a picture of site activities and give us an insight of what 
could happen so we can put control measures in place. 
6.3. All hazards are logged in the office and at the SAFETY meetings which I attend they are 
brought up as a point and we will as a team be able to put control measures in place to stop 
a repeat. 
6.4. On our hazard recognition forms there is a section which says do you require feedback 
about this hazard, if they tick yes then feedback will be given, but to be honest feedback is 
given on quite a regular basis either in the START OF SHIFT briefing or by TOOL BOX 
TALK’s. 
6.5. When assigning a category to the hazard I use the scale on the back of the form, 
basically how likely would an accident occur and how serious would it have been had it 
occurred. 
7.1. When working at height, the first question is can it be done another way – elimination 
When I ask the store man for any power tool I will ask for the quietest suitable tool – control 
at source. I manage the fire systems in place I know it is a high risk area so I ensure it is well 
managed and I request ________ fire to do regular checks and servicing – management 
When the BUILDING roof was built there was a serious risk of fall from height so they 
erected safety nets to catch operatives if they fell as there was no other way, It was my job 
to check test certificates before works commenced – cumulative 
PPE is a last resort for safety when no other method can be used and it will be detailed in 
the risk assessment - PPE 
7.2. If any risks are highlighted once all safeguards have been implemented, I will stop works 
and inform my works manager and advise the snr engineer who will amend the RAM’s with 
any recommendations I propose, for me to review again and rebrief all the workforce who 
are on the operation, the new method of works will then be adopted. 
7.3. I TOOL BOX TALK the workforce on the required hazard controls as necessary and I 
ensure I brief the RAMS thoroughly and clearly to ensure the hazard controls are 
understood. I will when required brief the workforce verbally speaking clearly and concisely 
then make a log in my diary and inform my works manager. I will mention any issues in the 
weekly meeting should I feel this necessary. 
7.4. I identify residual risks by keeping a close eye on the operation, and continually 
monitoring the works to identify any hazards which have not been recognised. The hazard 
recognition system is also a good method of identifying residual risks. 
7.5.  The biggest killer in the construction industry is fall from height so I asked all 
contractors and sub contractors in the BUILDING to review and amend their RAMS for the 
use of ladders, the company policy is the hierarchy of control: scaffold, aluminium towers, 
podiums, step ladders, ladders etc. With the BUILDING being such a congested area the 
workforce where using step ladders when podiums could be used and so on. I have 
implemented new control measures for the BUILDING, it goes like this – 1.Fixed scaffold 
2.aluminium tower 3.podium steps 4.step ladder up to five steps 5.step ladder above five 
steps (harness must be worn) 6.ladder (footed, only as a last resort) 
7.6. We reduce risks by way of a risk assessment first we assess the risk, if the risk is high 
there will be control measures in place which reduce the risk to medium or low, preferably 
low, if it is still medium PPE may be required to reduce the risk further – just an example. 
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This information will be included in the RAMS for all persons involved in the operation, 
including my works manager. 
8.1 I do a weekly fire risk assessment for this site on a format which I developed myself, with 
the authorisation from the SAFETY manger, ________. I do spot checks on the PUWER and 
LOLER file and check all details are correct, I used to do these files myself until I passed the 
responsibility on, so I know what is required. I do spot checks every now and again and 
initial the PUWER Sheet to show I have checked. 
8.2. &8.3&8.4. The building is my section of works and the noise is constantly fluctuating day 
by day, the noise may rise above 85 dB on few occasions so I have introduced a noise 
monitor on the wall which flashes green if the noise level is below 80 Db and flash red if 
above so the team will know when to place hearing protection. I have placed signs with 
pictograms on the entrances stating recommended hearing protection area. I have not made 
it a mandatory hearing protection area for fear of over protection and it will only rise above 
acceptable levels on very few occasions. I do regular noise assessments in the building and 
specific operations have their own noise assessment to go with their RAMS. If I assess an 
area and I feel the noise level is too high I will get the noise monitor from the office and do a 
noise assessment. I regularly do weekly site inspections where I monitor health, safety and 
welfare systems including noise. 
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Unit Ref QCF727  

Title Establishing, Controlling and Monitoring Environmental Factors and Sustainability in the 
Workplace 

 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm 
competence in establishing, controlling and monitoring environmental factors and sustainability in the 
workplace 

 

Learning outcomes 
The learner will be able 
to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

1 Identify the 
environmental 
management 
considerations and 
establish methods 
of work that will 
support 
sustainability by 
examining project 
data. 

1.1 Examine relevant project data and establish the required considerations for 
environmental management. 

16 

1.2 Identify methods of work for relevant projects that will support sustainability.  

1.3 Explain how, and what types, of project data should be examined to identify the 
needs of environmental management. 

16 

1.4 Explain methods and techniques of examining project data in order to identify 
and establish methods of work that will support sustainability. 

 

1.5 Give reasons why the needs of environmental management and sustainable 
work methods need identifying. 

12 

2 Encourage a 
culture of 
environmental 
awareness and 
support for 
sustainability in the 
workforce. 

2.1 Adopt and implement policies that cover environmental management and 
sustainability procedures. 

 

8 

2.2 Apply methods or procedures that encourage workforces to support 
sustainability and environment matters in the workplace. 

6 

2.3 Explain how a culture of environmental awareness and support for sustainability 
in the workforce can be encouraged. 

 

7,6 

2.4 Give reasons why a culture of environmental awareness and support for 
sustainability in the workforce should be encouraged. 

 

6 

3 Delegate duties for 
environmental 
management and 
monitoring 
sustainable work 
methods. 

3.1 Evaluate environmental management requirements of projects and determine 
numbers and types of people needed. 

 

8 

3.2 Assign environmental management duties to selected people. 

 

12 

3.3 Inform the people selected of the monitoring activities to be undertaken in the 
workplace on sustainable work methods. 

 

5 

3.4 Explain how and why duties for environmental management and monitoring 
sustainable work methods should be delegated. 

 

 

4 Assess the 
significance of 
environmental 
factors as they 
affect the project 

4.1 Consider at least four of the following environmental factors when ongoing work 
activities are being assessed: 
-   appearance 
-   ecological 
-   natural conservation 
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Unit Ref QCF727  

Title Establishing, Controlling and Monitoring Environmental Factors and Sustainability in the 
Workplace 

 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm 
competence in establishing, controlling and monitoring environmental factors and sustainability in the 
workplace 

 

Learning outcomes 
The learner will be able 
to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

and take 
appropriate action. 

-   historical conservation 
-   noise 
-   emissions to air, land and water 
-   sustainable, economic and social 
-   traffic management 
-   waste management and recycling. 

4.2 Evaluate the impact of work on the environment and apply corrective measures 
to eliminate or reduce effects on environmental factors. 

 

 

4.3 Explain ways of assessing significance of environmental factors as they affect 
projects and describe what actions ought to be taken. 

 

 

1 

5 Monitor project 
work against 
sustainability 
requirements and 
take appropriate 
action to ensure 
progress. 

5.1 Assess ongoing project work against at least four of the following sustainability 
requirements: 
-   reuse and recycled waste 
-   recycled or sustainable materials 
-   contact with neighbours 
-   health and safety 
-   protection of the natural environment, biodiversity and heritage 
-   new legislation, technologies and skills 
-   pollution control 
-   material acquisition, use and storage. 

8,12 

5.2 Define the term sustainability and list the factors that make up sustainability 
requirements. 

 

 

 

5.3 Evaluate results of project work monitoring and apply corrective measures 
which maintain sustainability requirements and progress of work. 

 

 

 

5.4 Explain ways and techniques of monitoring project work against sustainability 
requirements and how to take appropriate action to ensure progress. 

 

5 

6 Record good 
practice in 
environmental 
management and 
sustainable 
methods of work 
and make 
recommendations 
to people 

6.1 Document results from workplace sustainability and environmental evaluations. 10 

6.2 Identify good practice achieved on relevant activities and inform at least three of 
the following people responsible: 
-   the client, customer or their representative 
-   contractors 
-   consultants 
-   sub-contractors 
-   suppliers 

7 
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Unit Ref QCF727  

Title Establishing, Controlling and Monitoring Environmental Factors and Sustainability in the 
Workplace 

 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm 
competence in establishing, controlling and monitoring environmental factors and sustainability in the 
workplace 

 

Learning outcomes 
The learner will be able 
to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

responsible. -   workforce 
-   internal management. 

6.3 Describe ways of recording good practice in environmental management and 
sustainable work methods. 

13 

6.4 Explain methods and techniques of making recommendations of good practice 
to the people responsible. 

6 

 
 
 
 

1.1. I have the CONSTRUCTION FILE in the office which details the environmental 
concerns, I have read, understood and signed this document. When we first started the 
earthworks on this project I organised a team to construct a pond at the far end of site 
because it was detailed in the CONSTRUCTION FILE that natter jack toads were in the long 
grass and _______ could move them out of harm’s way, the pond has now been there two 
years and is full of toads. 
1.2. On this project I ensure that whenever any of my team do any form of concrete works 
that they always washout in a concrete washout skip to stop the slurry entering 
watercourses. The washout skip will be covered with visqueen in bad weather and the 
visqueen pulled off in the sunshine to let excess water evaporate, then I will ask the 
excavator driver to move the concrete to the stockpile. 
1.3. I read the CONSTRUCTION FILE and from this I will be able to determine any needs of 
environmental management work methods, for instance on this project I know we are on a 
disused landfill site with a leech ate system below so any excavations below capping level 
will need the contaminated water pumping back into the leech ate system, after going 
through a silt trap to remove the silt. 
1.4. I ensure that no inert materials will go into our skips and if possible we can reuse the 
material for backfill, hardcore etc. This is as detailed in the _______ Group Waste 
Management Guidance Note found in the SAFETY section of the company website. 
1.5. If we don’t provide sustainable methods of work then it could have drastic 
consequences on the environment and lead to permanent damage to wildlife systems. 
Landfill sites are becoming less common so disposing of waste is harder and is more 
expensive every year, so it will be beneficial cost wise to recycle waste and to implement 
best practices for generations to come. If _______ fails to provide sustainable work methods 
they will be fined by the EA and it could ultimately affect future works for the company. 
2.1. I ensure that we have a separate bin for spray cans and that all COSHH material is 
placed in the COSHH stores. I regularly check this is in place. 
I ensure that my team reuse any material which can be, any timber which is over 700mm will 
be kept to one side for reuse. I implement the _______ save it campaign and display the 
posters to raise awareness. 
2.2. The _______  ________ induction, which I carry out on occasion involves a DVD which 
covers the save it campaign, the DVD is a great way to promote the issue and it is very 
educating and it catches employees as soon as they arrive on site, immediately it raises 
awareness and lets people know _______ best practice. 
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2.3. I have developed a helping you helping the environment campaign which is displayed in 
the canteen, it raises awareness of the environment and also how to save money, one of the 
posters was regarding driving to work efficiently, saving the environment and fuel. Another 
one was by turning the heating down at home two degrees could save 8% on bills. I also 
developed a TOOL BOX TALK regarding driving efficiently. 
2.4. I often encourage environmental awareness and ensure all work is carried out to 
_______ standards, this way I can help toward more work winning and help towards a 
sustainable future. 
3.1. We have an environment advisor called Matt Kingsley who I call upon for any extra 
advice needed. I used to be waste coordinator for the site until I delegated the responsibility 
to the store man Dion. We have two store men who keep all the COSHH detailed in a file 
and ensure it is in the COSHH cage. They ensure that spill kits are in suitable locations 
around site. This is our environment management requirements for the job. 
3.2. I have assigned ____ the store man to waste coordinator; he keeps records of all waste 
off and onto site and ensures it is disposed of in a responsible way ‘duty of care’. 
3.3. I have briefed the store men not to sign any generators out without a plant nappy and I 
have briefed this to the workforce on several occasions. 
If a generator is to be used on site in my section then I will personally brief this with the 
RAMS. 
3.4. I will only delegate environmental management duties to authorised, competent persons 
under close guidance from myself, I don’t have enough time to do all the duties myself, 
which I did used to do when the site was setting up. If I don’t delegate duties and they fail to 
be carried out it could end up in prosecution from the EA and result in loss of work. 
4.1. My section is the BUILDING which needs to be continually monitored, I regularly carry 
out noise assessments within the BUILDING and I know then that the surrounding areas are 
not affected. I ensure that when MEWPs are being used within the building, that they are 
switched off once in position to reduce emissions, and if possible get the electric MEWP, 
although there are size constraints on the electric models. There was some concrete and 
sub base material left after we dug out for the push walls so I recycled the material on the 
North road, this reduced the amount of stone coming on wagons and ultimately reducing 
emissions and reducing cost. I have ensured the West gable of the BUILDING is always tidy 
and hares fence panels are in place with appropriate signage because the public are 
continuously driving in. 
4.2. I have implemented a new rule on my section by briefing the joiners on site and 
explaining that for grouting activities they should go around site and check all the skips for 
timber before we order new timber, we only need small sections of timber for grouting the 
stations. This reduces the need for more wagons on the road, less amount of trees need 
chopping down and reduces cost for the company. 
4.3. I will ring up Matt Kingsley our environmental advisor if any unexpected environmental 
factors arise he is very knowledgeable and will recommend actions to be taken. We recently 
had a problem with pigeon guano and after I spoke with Matt Kingsley and he had given 
advice I wrote a RAMS for the operation and the guano has been cleaned up. 
5.1. The site as a whole always recycle stone, clay, topsoil and other inert materials by way 
of segregating materials in separate stockpiles, this is briefed in the RAMS and the site 
induction to the workforce. If we mix the materials at the workface then the material becomes 
useless to us on the job. The site as a whole implements plant nappies to be used 
underneath generators when being used on site to reduce the risk of pollution and I believe 
this will become a companywide rule in time. Where possible the store man is asked to 
purchase water based products which do not affect living organisms, we ordered emulsion 
paint to paint road pegs instead of using spray can which give of cfcs. All COSHH material is 
kept in a COSHH store at all times which I ensure and the workforce is briefed by me in the 
form of a COSHH assessment which details the safe use of the product, emergency 
procedures and disposal methods.  
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As _______ have a duty of care the site implements the waste hierarchy: prevention, reuse, 
recycling, recovery, disposal, all our waste can be traced to its final destination, we ensure 
that we receive waste transfer notes for all waste. 
5.2. Sustainability is living and working in ways that do not jeopardise our current and future 
social, environmental and economic resources.  
5.3. I have implemented a new rule on my section after monitoring the amount of timber 
which was left in skips by briefing the joiners on site and explaining that for grouting activities 
they should go around site and check all the skips for timber before we order new timber, we 
only need small sections of timber for grouting the stanchions. This reduces the need for 
more wagons on the road, less amount of trees need chopping down and reduces cost for 
the company. Also there is no need to wait for materials to be delivered. 
5.4. I constantly monitor the works on site by being at the workface and observing and 
works. I do weekly site inspections which highlight any issues and a time for issues to be 
actioned is set. I regularly brief the workforce in the start of shift briefings and the weekly 
BBS meeting regarding on site sustainability requirements. 
6.1. The weekly site inspection is documented and kept in the SAFETY files on site with 
actions implemented 
6.2. There is a SAFETY good and bad practice board which I update in the office canteen 
which has good and bad practice photos on the wall for all visitors to the offices to see, 
including sub contractors, the client, and management.  
6.3. Our site gets a score of ten on the safety audit for having a tyre inflator on site to pump 
up the tyres of any person on site; this information is passed onto all the sites as an 
innovation and is kept in our safety files. 
6.4. If I have a recommendations I will speak to my works manager to see if we can roll out 
the idea/method of work, if he agrees I will brief the workforce with a TOOL BOX TALK and 
brief it in the start shift and get their feedback, I will follow up by assessing the method in 
practice and ensure it is good practice. 
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Unit Ref QCF728  

Title Evaluating and Selecting Work Methods to Meet Project or Operational Requirements in 
the Workplace 

 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm 
competence in evaluating and selecting work methods to meet project or operational requirements in 
the workplace 

 

Learning outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

1 Assess and 
evaluate project 
or operational 
data in order to 
identify work 
methods. 

1.1 Examine at least five of the following types of project or operational data that can 
identify required work methods: 
-   conditions of contract 
-   bills of quantities or methods of measurement 
-   specifications 
-   drawings 
-   health, safety and environmental plans 
-   programmes and schedules 
-   organisational requirements 
-   instructions and variations 
-   information on materials 
-   survey reports 
-   design data 
-   statutory consents 
-   sub-contractor arrangements and attendance 
-   method statements and/or risk assessments 
-   safe systems of work. 

 

1.2 Explain different methods and techniques that allows the assessment and 
evaluation of available project or operational data. 

 

 

1.3 Explain how work methods can be identified from the assessment and evaluation 
of project or operational data. 

 

1.4 Give reasons why project or operational data needs to be assessed and 
evaluated and explain possible project or operational consequences should this 
not be undertaken correctly. 

 

 

2 Obtain 
additional 
information from 
other sources in 
cases where the 
available project 
or operational 
data is 
insufficient. 

2.1 Carry out consultations with and/or examine at least two of the following other 
sources: 
-   the client, customer or their representative 
-   contractors 
-   sub-contractors 
-   suppliers 
-   regulatory authorities 
-   technical and trade literature 
-   those affected by the project. 

 

2.2 Explain how additional information from other sources can be obtained in cases 
where available project data is insufficient. 

 

 

 

 

 

3 Identify work 
methods which 
will make the 

3.1 Establish a range of work methods for relevant projects or operations from at 
least two of the following information sources: 
-   current legislation, Codes of Practice and official guidance 
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Unit Ref QCF728  

Title Evaluating and Selecting Work Methods to Meet Project or Operational Requirements in 
the Workplace 

 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm 
competence in evaluating and selecting work methods to meet project or operational requirements in 
the workplace 

 

Learning outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

best use of 
resources and 
materials and 
meets project 
and current 
legislation 
requirements. 

-   investigative research 
-   organisational procedures 
-   technical and trade literature. 

 

3.2 Explain different ways that allows comprehensive identification of work methods 
from possible information sources, and will make the best use of resources and 
materials for typical projects or operations. 

 

 

 

3.3 Explain procedures that can identify work methods which meets project or 
operational requirements and the requirements of current legislation. 

 

 

 

4 Evaluate 
identified work 
methods against 
technical, 
environmental 
and project or 
operational 
criteria and 
select 
appropriate 
methods. 

4.1 Examine and identify work methods for a range of projects or operations using of 
at least six of the following technical, environmental or project criteria: 
-   materials performance and availability 
-   health and safety 
-   fire protection 
-   access 
-   plant, equipment or machinery performance and availability 
-   traffic management 
-   environmental issues 
-   cost benefit 
-   current legislation, Codes of Practice and official guidance 
-   customer and user needs 
-   contract requirements in terms of time and quantity 
-   waste management 
-   sustainability. 

 

4.2 Determine work methods for a range of projects, activities and/or operations that 
will meet programme requirements 

 

. 

 

4.3 Explain different ways and techniques of evaluating identified work methods 
against relevant technical, environmental and project criteria to select the best or 
appropriate method. 

 

 

 

 

5 Ensure method 
statements are 
accurate, clear 
and concise and 

5.1 Produce and/or examine a method statements and/or risk assessments for a 
range of projects, activities or operations. 

 

5.2 Confirm that method statements and/or risk assessments are accurate, clear,  



Cskills Awards L6 NVQ Diploma in Construction Site Management  
Building and Civil Engineering (QUA884) 
 

29 
 

Unit Ref QCF728  

Title Evaluating and Selecting Work Methods to Meet Project or Operational Requirements in 
the Workplace 

 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm 
competence in evaluating and selecting work methods to meet project or operational requirements in 
the workplace 

 

Learning outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

acceptable to all 
the people 
involved. 

concise and acceptable for the project, activity or operational needs. 

5.3 Explain suitable methods that ensure method statements and/or risk 
assessments derived from the selected work methods are accurate, clear and 
concise. 

 

 

5.4 Explain possible procedures that ensure that method statements and/or risk 
assessments are acceptable to all the people responsible. 

 

 

5.5 Give reasons for the need to ensure that selected work methods, method 
statement and/or risk assessments are acceptable to all the people responsible. 

 

6 Recommend 
and promote the 
selected work 
method for 
projects or 
operations. 

6.1 Present the selected work method to and gain acceptance by at least two of the 
following people responsible: 
-   the client, customer or their representative 
-   contractors 
-   consultants 
-   sub-contractors 
-   suppliers 
-   workforce 
-   internal management. 

 

6.2 Explain the ways and techniques of recommending work methods to the people 
responsible. 

 

 

6.3 Explain different ways of promoting selected work methods to the people 
responsible. 

 

  

 
 
 
1.1. I am currently supervising a team installing bollards around the BUILDING, I analysed 
the specification for external bollards from the site specification file and from this I knew the 
depth of the bollard and the amount of concrete surround. I examined the drawing so I knew 
the position of the bollards (the engineer marked the position). I helped the senior engineer 
to do the programme so I knew when to order plant and organise labour and I also knew 
what the interface was with regard to other trades working in the same area and was able to 
determine control measures. 
1.2. I regularly carry out spot checks on sub contractors working practices, I will see an 
operation taking place and then check the RAMS to ensure that the activity is detailed within, 
I record this on the weekly inspection Sheet. 
1.3. Before any work is carried out, I will brief the RAMS to all persons involved in the 
operation, this gives them the chance to share their thoughts with the possibility of amending 
the RAMS. The Method Statement will be the work method which must be worked to. 
1.4. I review the programme as soon as I can to determine whether there are any hidden 
interface issues which have been overlooked, the implication to overlooking interface issues 
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would be having to stand one trade down and possibly having to pay day works for at least 
one or maybe more days, which could prove costly. I frequently review the RAMS for our 
activities, although they were right when they were first briefed there may be slight changes, 
for example using an excavator instead of a shovel could end up in going through services 
which could delay programme or injure operatives. I ensure any changes go through a 
senior authorised person as in _______ procedures. 
2.1. In my section which is the BUILDING I have _______ operations to oversee and also 
sub- contract operations so it is imperative that I know what is happening on a day to day 
basis, I know that works can and will deviate from the programme so I gather information 
from the start of shift briefing which I attend and sometimes brief. Sometimes our works will 
be within the clients operational area so I regularly (every day) have a meeting with the 
client, no minutes are taken its an informal meeting to help organise works. I have a very 
good relationship with the client for this reason.  
2.2. I recently rang up ______s who are a plant hire company to see what size augers where 
available for the 16t duck. I knew from the spec that the concrete surround of the bollards 
had to be at least 700 mm diameter; it turned out that the auger was 700mm so I had the 
core holes cut to 800mm diameter. I will regularly speak with the engineer if there are any 
design issues regarding the works, who will send an email to the designers to make a 
decision.  
3.1. I have a team doing grouting works to the stanchions in the BUILDING, there are some 
thick plinths which needed doing (70mm), so instead of concreting them which would take 
time and cost a lot more than grout, especially with paying for the empty space in the wagon 
I checked the manufacturers website which stated that it can be used for thicknesses of up 
to 80mm. This saved time and money. I now implement a procedure within the BUILDING 
were all cherry pickers have a qualified person on the ground to lower them down in case of 
emergency after I was made aware of the HSE recommendations by our knowledgeable 
safety department. 
3.2. From the programme I determine the amount of resources I need for certain operations 
and when, I will then state what resources I need in the foreman’s meeting and if there are 
no resources available I will get resources brought in. I will help draw up the RAMS with the 
senior engineer after being at the work face and this will determine the method of works and 
resources needed, for instance the RAMS may state the need for two banks men if the 
works are in a high trafficked area. In the BUILDING we are doing grouting works and after 
looking at which stanchions need grouting I briefed the team to grout the larger stanchions 
first so when we get to the smaller stanchions we can cut the timber to suit, otherwise the 
timber would go to waste and we would have to buy more. 
3.3. I have an electronic copy of the _______ procedures and guidance manual which I 
adhere to at all times and if I have a query into work practices I will read this and amend the 
RAMS to suit my findings. 
4.1. Before I plan any work I will check the traffic management plan as detailed in the 
CONSTRUCTION FILE to ensure my works don’t interfere with the traffic flow into and out of 
site especially with my works being in close proximity of the public routes, if needed I will 
recommend changes. I oversee the waste management of site and ensure we are removing 
waste as in our duty of care and we can trace all our waste to its final destination, I used to 
handle the waste management myself, now I oversee Dion the store man.  Being fire 
coordinator I do the weekly fire risk assessment and organise and undertake fire drills at the 
recommended schedules. I issue hot works permits for operatives on my section for any hot 
works as in the Procedures and Guidance using the CMSD form and this will detail the 
methods of works and what protection is needed. When an item of plant arrives for a sub 
contractor in my section I ensure a site delivery check is carried out to ensure the machine is 
fit for purpose and safe before use on site, this is then handed to me. In the foreman’s 
weekly meeting I will gather information and will be able to determine what plant is available 
and may be able to tie this into my works to avoid transportation costs in the future. To 
maintain sustainability I ensure that all timber is recycled which can be and is stored for 
works in the future, for instance the stanchions in the BUILDING are 300mm so any timber 
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this size or more will be used by my team. The client is required by law to keep the waste 
disposal site open so I have regular meetings with them regarding our works to make 
arrangements for waste to be temporarily re sited or sometimes they will be full with waste 
and I will recommend they have someone on nightshift to reduce waste levels in prep for my 
works the next morning. This is a very important part of my works and could result in serious 
time loss which could have severe cost implications. 
4.2. I go through RAMS for activities with the senior engineer and will ensure that the best 
method is drawn up to keep within programme ensuring that all project requirements are 
adhered to, using various sources of information including the CONSTRUCTION FILE, 
SAFETY Procedures and Guidance manual, specification, programme and the latest safety 
bulletins which I keep very up to date with as I regularly brief them. 
4.3. I review RAMS to ensure that what is detailed is achievable ensuring that all project 
criteria is adhered to, if I have any issues I will amend the RAMS with an authorised senior 
manager countersigning. 
5.1. I produce RAMS and review them on a regular basis and ensure my team are always 
working to them 
 
5.2. Before the works commence I brief them to the workforce in a way which they will 
understand and because these are the ones doing the works they will be able to make 
recommendations for amendments and any concerns will be dealt with. 
5.3. I will review the RAMS on a regular basis and if they are not clear I will amend them to 
suit, if the works requires, a drawing will be attached to show where the operation is to be 
and any design information will also be attached. When I brief RAMS I brief them in a way 
that all people involved can understand. 
5.4. I brief the RAMS personally to all people responsible for the works and encourage 
feedback, if any member of the team is not happy the works will not commence until a 
review has been done. 
5.5. If the RAMS are not acceptable then the works could be done incorrectly or unsafely 
which could affect programme, cost or even future works. The RAMS will have to be 
acceptable to all persons to ensure all works tie in with each other, the people responsible 
could face prosecution for working unsafely if they are working outside of a safe system of 
work. 
6.1. I will brief a new RAMS to the workforce before work commences and I issue the client 
with a RAMS before they accept any works in their area. 
6.2. I will hold an informal meeting at the workface with the people responsible before liaising 
with the senior engineer and drawing up the RAMS, this way they have helped with the ideas 
and will be more willing to use the correct methods. 
6.3. I hold a CBS meeting with the operatives each Monday to get their feedback and this 
gives them their chance to speak up regarding any issues. This way they feel they have had 
a say in the work methods.  
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Unit Ref QCF729  

Title Planning the Preparation of the Site for the Project or Operation in the Workplace  

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm 
competence in planning the preparation of the site for the project or operation in the workplace 

 

Learning outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

1 Assemble and 
review 
information used 
in the preparation 
of the project or 
operation plan, 
clarify information 
which is not clear 
and update it for 
production 
planning 
purposes. 

1.1 Maintain, verify and update the project or operation plan using at least four of the 
following sources of information: 
-   survey reports 
-   design information 
-   contractual information 
-   statutory consents 
-   contracts pre-planning information 
-   health, safety and environmental plans 
-   risk assessments and method statements 
-   programmes and schedules 
-   about competent people 
-   sub-contractor arrangements and attendance. 

1,5,14,15,16,18 

1.2 Describe different ways of assembling information needed for the preparation of 
the project or operation plan. 

1,18 

1.3 Explain techniques that can be used to clarify project information that is not clear. 5,6,20 

1.4 Explain the procedures that can be implemented that keeps project or operation 
information up to date. 

18 

1.5 Give reasons why information should be assembled, clarified and kept up to date, 
and explain the consequence if this is not undertaken. 

1,18,15 

2 Identify factors 
for consideration, 
record them and 
pass them on to 
people who may 
be affected. 

2.1 Identify and record preparation information in which at least four of the following 
factors have been considered: 
-   occupiers 
-   near neighbours 
-   public access 
-   site conditions 
-   environment considerations 
-   vehicular access 
-   security and trespass 
-   public utilities 
-   heritage status 
-   sustainability. 

1,5,14,15,18 

2.2 Distribute relevant preparation information to those needing that information. 5,6,1 

2.3 Explain how relevant factors for consideration should be identified and recorded 
when planning preparations for sites or operations. 

1,6 

2.4 Explain different ways of passing on records of factors considered to people who 
will be affected. 

 

1,5,6 

2.5 Give reasons why considered and recorded factors should be passed onto people 
affected and explain possible consequences should this not be done. 

 

1,5,6 

3 Identify access 
and egress points 
for the site and 
works which are 

3.1 Plan traffic management systems that include chosen and agreed site and work 
access and egress points. 

14,1,6 

3.2 Explain ways of identifying access and egress points for the site and works which 5,6 
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Unit Ref QCF729  

Title Planning the Preparation of the Site for the Project or Operation in the Workplace  

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm 
competence in planning the preparation of the site for the project or operation in the workplace 

 

Learning outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

safe, convenient 
and minimise 
disruption. 

are the most convenient for works or operations traffic and which minimise 
disruption. 

3.3 Explain the methods of and factors that should be identified when preparing traffic 
management plans. 

1,15,18 

4 Organise the 
resources 
required for the 
preparation of 
site or work 
operations. 

4.1 Assign at least four of the following resources in order to prepare sites or 
activities: 
-   people 
-   plant, equipment or machinery 
-   materials and components 
-   sub-contractors 
-   information 
-   work area and facilities 
-   waste management 
-   utility providers. 

1,3,4,12,16,18,19 

4.2 Explain how resources for sites or activities should be organised. 

 

1,6,5 

4.3 Explain different methods that allows for the assigning of resources for site or 
operational preparations. 

5,1 

4.4 Explain how resources used in sites or operations preparation can be utilised into 
project work or activities. 

1,18,15 

5 Give accurate 
details about the 
proposed work to 
the utility and 
emergency 
services. 

5.1 Collate and record information that relates to site or operations access, layout, 
evacuation and hazards. 

1 

5.2 Communicate information about the proposed works access, layout, evacuation 
and hazards to relevant utility and emergency services. 

 

5,6,1 

5.3 Describe the type or types of works that are carried out by the organisation and, if 
relevant, within which sectors of industry. 

 

1,14,15 

5.4 Explain how and why details about proposed works should be given to utility and 
emergency services. 

1,9,12,18 

5.5 Explain methods and techniques of giving details of site access, layout, 
evacuation and hazards to utility and emergency services. 

 

1,8,12 

6 Make 
arrangements for 
adequate site or 
operational 
safety, welfare, 
environmental 
protection and 
security. 

6.1 Identify arrangements needed for site or operational safety and welfare before 
work starts and review as work progresses. 

1,18,15,12 

6.2 Identify procedures needed to protect the environment relative to the site or 
operations. 

12,1,6,5 

6.3 Arrange procedures for site or operational security. 1,5,6 

6.4 Explain how adequate site safety for proposed works or activities should be 
ensured when planning preparations for sites or operations. 

1 
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Unit Ref QCF729  

Title Planning the Preparation of the Site for the Project or Operation in the Workplace  

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm 
competence in planning the preparation of the site for the project or operation in the workplace 

 

Learning outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

6.5 Explain how and why considerations of relevant factors should be made when 
arranging site safety, welfare, environmental protection and security. 

1,9,5 

6.6 Describe various procedures that can ensure adequate security of sites or 
operations. 

1 

6.7 Explain ways that arrangements for health, safety and welfare can be reviewed 
as work progresses. 

1,10,13 

7 Plan the site or 
area layout for 
operational 
purposes and 
pass information 
about the plans 
to the people on 
the site. 

7.1 Identify and arrange the layout of sites or areas for work operations to take place. 

 

15,18,1 

7.2 Identify and arrange required resources and delivery of materials, storage areas 
for materials and waste collection locations for projects or operations. 

 

15,18,1 

7.3 Identify and arrange recycling procedures for sites or operations. 12,18 

7.4 Record and arrange that information about site or operation layouts are 
communicated to relevant people. 

5,6, 

7.5 Explain how and why the site or area layout should be planned for operational 
purposes. 

 

1,18,15,5,6 

7.6 Describe the factors that should be taken into account when planning the layout 
of sites or areas for operations. 

 

 

15,12,18,1 

7.7 Explain methods and techniques of communicating information about site or area 
layout plans. 

 

5,6,1 

7.8 Explain how the planning of storage and use of materials and components is 
carried out so that material handling is efficient and wastage is minimised 

 

12,15,18 

8 Ensure notices to 
people, which 
provide 
information that 
complies with 
current 
legislation, are 
placed and 
maintained. 

8.1 Identify the types and number of notices required for the site or operation and 
ensures that they meet current legislation. 

1,12,10 

8.2 Arrange for the positioning of relevant notices at specified locations. 10,14 

8.3 Produce a maintenance schedule for relevant notices. 10 

8.4 Explain ways and methods of placing and maintaining information notices for 
people, the public, visitors and workforce. 

1,10,15,18 

8.5 Give reasons for maintaining notices for people, the public, visitors and the 
workforce and explain the possible consequences should this not happen. 

1,5,6,15 
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Unit Ref QCF729  

Title Planning the Preparation of the Site for the Project or Operation in the Workplace  

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm 
competence in planning the preparation of the site for the project or operation in the workplace 

 

Learning outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

8.6 Explain how maintenance schedules for information notices can be prepared and 
implemented. 

1,5,6 

  

 
 
1.1) As part of my role as fire marshal, my task is to maintain and update the site wide 
emergency fire plan, notably within ongoing existing building refurbishment, my role has 
included liaising with our nominated sub contractor ________ Fire and ensuring that our 
operations comply with the building regulations and that the site agent has all the necessary 
information to update the CONSTRUCTION FILE. 
At the weekly coordination meetings between the various trades an outline is produced 
which is then used by me to plan the daily work operations and the interface between them 
all. This requires me to check all method statements to ensure that they comply with the 
planned works and that all risks have been addressed. 
As the mechanical installation of the BUILDING progressed rapidly, I took it upon myself to 
coordinate the grouting of all the stations of the steelwork and process machinery, I was 
approved by the installer to commence grouting which was made necessary by there not 
being any specific design information for this work. This allowed me to plan my labour plant 
and material resources. 
1.2. Before planning an operation I will speak with the site engineers, my works manager 
and the site workforce to see what details are required and what actions are necessary, I will 
request programmes of works schedules, specification and drawings. I attend weekly 
meetings where work methods and requirements are detailed and can gain information from 
this.  
 1.3) We have a designer on site who I will speak to if information given in drawings is not 
clear, who will then clarify details, for instance I recently questioned the position of the 
bollards in the BUILDING as there would be a clash with the wagons reversing, ultimately 
they were moved. Also I have a very good engineering department who will also clarify any 
issues. 
1.4) The site that I am on currently has a very good system in place were everyone has a 
role to keep specific information up to date for instance one of my roles is to keep the fire 
plan up to date for the ever changing environment, also I do a weekly review on method 
statements and amend if necessary. 
1.5) information should be assembled to give everyone a platform to work from and should 
be kept up to date so the works are done in the correct manner to the correct design and 
that works are carried out safely. If the information is not kept up to date then works could be 
carried out to the wrong design and unsafe. 
2.1) We regularly have to change traffic arrangements due to the site forever changing, I will 
speak to the client who are present on site and propose a Traffic Management plan which 
will include public access and ______ waste access. Just recently the carbon required 
changing on the ___ and to do this the road had to be blocked off and the traffic diverted, I 
proposed a traffic management plan and after receiving the go ahead this was briefed in the 
supervisors start of shift briefing. 
2.2) Before diverting the traffic I briefed the workforce in ht form of a tool box talk and 
deployed banksmen in strategic locations to aid with the traffic management. 
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2.3) Before work commences  a survey will be carried out which will detail all the relevant 
information which will be placed in the CONSTRUCTION FILE which is kept up to date I can 
then use this information to write a method statement for the works. 
2.4) Most factors are detailed within the method statement which I brief out, but I may 
mention it in the start of shift briefing if needed and also I send regular emails on issues 
including traffic management, the SAFETY coordination meeting is also a place where 
information will be passed on to those affected. 
2.5) They should be passed on to people affected so that the work is carried out within the 
agreed timescale, to the correct standard and to the correct method – ultimately in a safe 
manner. 
3.1) same as 2.1 
3.2) I will identify traffic access and egress points by determining what works are to be 
carried out, what is the agreed timescale and what other works are being carried out around 
the site. 
The weekly coordination meeting will be the discussion place were all relevant trades will 
agree to the traffic management arrangements and plans will be put in place and a traffic 
management plan drawn up. 
3.3) When drawing up a traffic management plan I take into account the pedestrian routes to 
ensure they are safe, current traffic flow systems and current activities around site, to ensure 
there is little or no disruption to the client’s works I involve them in the process. 
4.1) By allocating and deploying plant and equipment which meets organisational and 
project requirements, and notifying the people who need the information, ensures that the 
health, safety and welfare of the workforce, operational efficiency, security of resources, 
obligations to third parties and regulatory authorities is maintained. 
I allocate people to specific tasks best suited for the required role to ensure all organisational 
requirements are met 
When assigning a work area or storage area I check programmes and schedules to ensure 
that the area will not need to be vacated prior to our works finishing to avoid relocation costs  
Before any work starts on site the waste management plan is already in place and from this 
plan I can organise skips for different materials, spill kits, drip trays etc 
To ensure operational plans are carried out one of my roles is to assess what materials will 
be required including raw materials, manufactured materials and components are required 
and calculating schedules for the delivery, I pass this information on to the decision makers 
4.2) I will attend the weekly coordination meeting which will give me an understanding of site 
activities I also check programmes for allotted timescale and organise resources to be 
available when required by phoning up required suppliers confirming and provisionally 
booking resources. I always organise resources keeping safety a priority 
4.3) different methods that allow for assigning of resources for site or operational 
preparations would be the Method statement, programmes, schedules, specification and 
organisational requirements 
4.4) On this project we used a 6f2 material for the lay down areas and haul roads in prior 
knowledge that the material will be used on site as in the site specification for the roads. The 
operatives and machines used were assigned for the site set up in the knowledge that there 
were immediate works afterwards. 
5.1) Being fire marshal on site it is my responsibility to ensure access and egress points are 
clear hazards are highlighted and fire extinguishers are in the correct locations, all this 
information is collated within the site CONSTRUCTION FILE. 
5.2) I organised a visit from the local fire brigade to communicate information and to take a 
look at our emergency rescue procedures, which were all satisfactory. I have organised a 
mock rescue with the local fire brigade, although there is a 5 month waiting list so this has 
not yet been carried out. 
 
5.3) The types of works carried out on this project are extensive refurbishment, road works, 
a large mechanical aspect which is the waste process, electrical works and deep drainage, 
building works including bricklaying, plastering plumbing and painting. 
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5.4) Information regarding proposed works is given to utility services and emergency 
services for two reasons, in case there is an emergency situation they know what they are 
dealing with and to get their advice and prior consent. 
5.5) All details of site emergency plans are kept in the CONSTRUCTION FILE, in case of 
emergency this will be given to the relevant service. See question 5.2 
6.1) I check site programmes to see what labour and materials will be needed at the peak of 
the works so I can put welfare systems in place to cater for enough persons and I will liaise 
with the SAFETY team and ensure there is an induction in place. work is continually 
monitored and safety and welfare systems are updated. I chair a safety committee meeting 
where the workforce may raise any concerns and site systems or welfare facilities can be 
updated. 
6.2) On this project we have surface water drains around site so I ensure that a concrete 
washout skip is in place for all pours, and this is detailed in the site CONSTRUCTION FILE. 
6.3) I have designed and implemented a site daily check sheet to ensure that the site is 
secure each night. 
6.4) Before any work commences on site a thorough risk assessment is carried out 
highlighting all the risks and if necessary what control measures are to be in place. From this 
a method statement will be drawn up. This will ensure site safety is paramount 
6.5) Site safety and welfare will be considered by finding out the numbers of operatives 
required, the skills required and what works will be carried out I continually liaise with our 
SAFETY department to ensure we meet company and statutory requirements. The safety 
and welfare of operatives is paramount and I could end up in court if I fail in my duties on 
health and safety. Environmental protection is ultimately determined before I arrive on site 
and a full site survey has already been carried out although I do have specific challenges 
and ideas regarding environment procedures, If environmental procedures are not adhered 
to then full eco systems could be affected long term and the sites carbon footprint could be 
huge. 
The site security is high on our site with hares fencing around the entirety of the works and a 
gateman in place at all times, we have cameras all over site which are remotely monitored. 
Children or trespassers could come on site if security is not tight and they are the sites 
responsibility once on site and they could become injured or cause damage or steal 
property. 
6.6) on this site we have a gateman in place at all times where everyone has to sign in, we 
have a policy of closing all fences at all times to stop members of the public entering our 
work areas, the entire site is fenced off, I have implemented a daily site check Sheet to 
check all fences, we have cameras which are remotely monitored in strategic points around 
site and signage is located around site to warn passersby of the dangers on site to warn 
them off. I feel these are very good control measures for security. 
6.7. I regularly do site inspections to ensure health safety and welfare arrangements are 
adequate as the works progresses, I review RAMS on a regular basis, I chair SAFETY 
coordination meeting to gain feedback from the operatives, the site agent carries out a 
monthly environment inspection. 
7.1) see 4.1 
7.2) we hold a weekly foreman’s meeting where I will put forward my resource requirements 
to my line manager after gathering information from the programme and method of works. 
Any materials which are required will be placed onto our central ordering system by me and 
a specified time for requirement noted. With the site being in short supply of storage areas 
all materials are placed into the same storage area which was highlighted as a decent area 
at the start of the project and hasn’t changed since. We have a store man who is on hand to 
direct deliveries and find a suitable landing spot, he is also on hand to direct skip wagons 
which are in suitable locations which are easily accessible by all and won’t cause disruption 
to operations. 
7.3) recycling procedures are briefed to all persons on site in the induction and any further 
procedures are briefed by me in the start of shift briefings. We have separate skips for 
different waste streams. 
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7.4) see 7.3, all site plans are displayed on the site SAFETY notice board for all to see. 
7.5) the site layout should be thought of carefully so that it has minimal disruption to site 
operations and to ensure the areas don’t need resiting which could incur costs, the site 
materials storage area should be placed away from anywhere that could cause 
environmental damage.  
7.6) the factors that should be taken into account are location, surrounding areas, 
environment, access and egress for pedestrians and vehicles and there needs to be 
adequate space. 
7.7) information regarding information about site or area layout plans will be agreed in the 
coordination meeting, start of shift briefing tool box talks or I may speak to supervisors on 
site regarding this. We will come up with a suitable solution amicably. 
7.8) I ensure the storeman knows which materials are surplus and which are not going to be 
used again or less frequently so he can place these materials to the back to save double 
handling which over time will damage the materials. We keep a stock take of all materials so 
that when ordering materials we can refer to the list to save double ordering. We have a 
policy of reusing all materials where possible and keeping decent sized materials even if we 
think they may not be used again. 
8.1) the HASAWA poster should be displayed in locations that everyone on site can read, 
employer’s liability insurance, no smoking signs at entrance, I liaise with the SAFETY team 
to ensure these are current and meet legislation. Other notices which are displayed as part 
of company procedures are route to hospital, first aid procedures, traffic routes, safety 
notices, competency board etc etc. I am responsible for site notices and ensure they are all 
adequate. 
8.2) see 8.1 
8.3) I do site notices once a week which ensures they are up to date 
8.4) I place signs and notices at strategic locations to ensure they are easily read and 
understood , I do a weekly walk round of site which is logged and notices is one of the items 
checked. 
8.5) reasons for maintain notices is to ensure that everyone on or around site knows the 
current company policies, the risks and what to do in the event of emergency or complaint. If 
these notices are not kept in order then the company will be liable in a court of law for not 
giving clear instruction or notice if someone were to get hurt. 
8.6) Our weekly site inspection is carried out every week as company policy of which notices 
and signage are checked, this is our schedule, anything which is not in order will be 
immediately rectified by myself. 
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Unit Ref QCF730  

Title Monitoring Construction Related Project Activities in the Workplace  

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm 
competence in monitoring construction related project activities in the workplace 

 

Learning outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

1 Give adequate 
notice to all the 
people who will 
be affected 
about when 
work will start, 
how long it will 
take and when it 
will finish and 
confirm all dates 
in writing. 

1.1 Prepare written notices detailing about when project works starts, expected 
durations and planned finishing or completions dates. 

 

18,1 

1.2 Provide people affected by project works with written notices about project 
schedules. 

 

1,18,5,6 

1.3 Outline the type of people that should be notified of work schedules. 

 

1,18 

1.4 Describe ways and techniques of notifying people affected by the work about 
work schedules. 

 

18 

1.5 Explain why adequate notice of works should be given to people affected and 
explain possible consequences should this not happen. 

 

 

1,18 

1.6 Explain how dates can be confirmed and why notification of work arrangements 
and schedules should be in writing. 

 

18,15 

2 Communicate 
and agree a 
programme and 
method with 
people who will 
be doing the 
work that 
integrates 
operations. 

2.1 Liaise and communicate with those undertaking specified work on relevant 
projects. 

 

5,6,1 

2.2 Gain approval with relevant workers for work programmes and methods on 
construction projects. 

 

 

5,6,1 

2.3 Explain how and why programmes and methods should be agreed with the 
people who will be doing the work. 

 

5,6,1 

2.4 Describe methods and techniques of communicating programmes and methods 
to the people who will be doing the work. 

 

 

1,5,6 

3 Identify, record 
and obtain 
information 
requirements 
before work 

3.1 Source information relevant to specified projects and assemble prior to the start 
of work. 

 

18,15,1 

3.2 Explain ways that information required for projects can be identified, obtained 16,18,15 
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Unit Ref QCF730  

Title Monitoring Construction Related Project Activities in the Workplace  

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm 
competence in monitoring construction related project activities in the workplace 

 

Learning outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

starts. and recorded before work starts. 

 

3.3 Describe the types of information that should be obtained before work starts on 
typical projects. 

 

16,15,18,5,6 

4 Organise 
attendance for 
sub-contractors 
in accordance 
with project and 
contractual 
agreements. 

4.1 Plan and implement attendance requirements that meets project and contractual 
requirements. 

 

 

1,5,6 

4.2 Arrange and undertake meetings with sub-contractors to discuss project or 
contract requirements and attendance. 

 

 

 

5,6,1,18 

4.3 Explain how attendance can be organised by contract or agreement for sub-
contractors and attending workforce, in accordance with project requirements and 
contractual agreements. 

 

 

 

5,6 

4.4 List factors that affect typical project requirements. 

 

 

16,18,2,1 

4.5 Explain why attendance needs to be organised for contract or agreement for sub-
contractors in accordance with project requirements and contractual agreements. 

 

 

 

1,5,6 

5 Plan and obtain 
sufficient 
resources of the 
appropriate type 
which will meet 
the project 
requirements 
and timescales. 

5.1 Identify and procure at least three of the following resources for relevant projects:  
-   people 
-   plant, equipment or machinery 
-   materials and components 
-   sub-contractors 
-   information. 

18,1,8,9,12,5,6 

5.2 Explain how to identify and plan the use of resources for projects and why 
resource requirements should be planned. 

 

15,18,5 
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Unit Ref QCF730  

Title Monitoring Construction Related Project Activities in the Workplace  

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm 
competence in monitoring construction related project activities in the workplace 

 

Learning outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

 

5.3 Explain why there is a need to plan the use of resources. 

 

 

15,18,5 

5.4 Explain methods and procedures that can ensure sufficient resources are 
obtained. 

 

 

1,5,6, 

6 Organise and 
control the site 
and resources 
so that 
conditions are 
safe, the site is 
tidy and creates 
a favourable 
image of the 
organisation, its 
products, its 
services and the 
project. 

6.1 Implement and coordinate working areas, activities and resources against project 
requirements that allows sites to be safe and tidy. 

 

 

10,1,6 

6.2 Coordinate and improve site operations to project a positive image of projects 
and relevant organisations. 

 

10,1,6 

6.3 Describe ways of organising and controlling the site and resources so that the 
following conditions are met: 
-   the site is safe 
-   the site is tidy 
-   a favourable image of the organisation is created 
-   a favourable image of the products in use and being produced is created 
-   a favourable image of the services being provided is created. 

12,1,5,6 

6.4 Explain why there is a need to organise and control the site and resources. 

 

 

 

1,5,6 

7 Develop 
contingency 
plans to meet 
special 
requirements to 
minimise 
disruption to 
those likely to 
be affected by 
the works 
programme. 

7.1 Identify any special requirements that may affect the works programme or 
surrounding areas on relevant projects. 

 

16,1 

7.2 Implement plans, based on the results of special contingency identification, that 
will minimise disruption to those affected by the work programme. 

 

 

16,1,5,15 

7.3 Delegate tasks to other team members to implement the developed contingency 
plans. 

 

 

1,6 
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Unit Ref QCF730  

Title Monitoring Construction Related Project Activities in the Workplace  

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm 
competence in monitoring construction related project activities in the workplace 

 

Learning outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

7.4 Outline how to develop plans to meet special requirements and contingencies. 

 

 

1,18,15,16 

7.5 Explain why there is a need to develop plans to meet special requirements and 
contingencies. 

16,12,9,1,6,5 

  

 
1.1) Because we are on a live site and the client has to maintain their services during the 
construction period, all works will be notified to them by the way of our site programme and 
any issues will be dealt with in the coordination meeting which I attend 
1.2) A programme will be issued to The Client in good time  
1.3) On this project we are only required to inform The Client (the client) and other trades on 
site. Although there could be neighbours close by to the works who need notifying 
1.4) The Client attend the START OF SHIFT briefing where they will be told by me that there 
will be works ahead which may affect them and a programme will follow, also in the 
coordination meeting I will notify them. 
1.5) The Client need to be notified as they have a duty by law to keep the facility open for 
members of the public and council vehicles dropping off waste, should there be a time where 
they can’t drop off waste or they are delayed by more than ten minutes there could be huge 
fines 
1.6) Dates are confirmed in the coordination meetings and the meetings are minuted to 
ensure that if there are any issues we can always go back as ‘evidence’ that this is what was 
agreed 
2.1) In the start of shift I inform all trades of our work activities and they inform us of theirs to 
see if there are any interface issues 
2.2) In the coordination meetings all work programmes and methods will be highlighted and 
any interface issues highlighted so we can agree methods. 
2.3) I ensure that any works which are required are notified in good time to allow for any 
feedback or issues to ensure that the works are carried out safely and to a good standard, 
some works are notified in the mornings START OF SHIFT briefing by me. 
2.4) I brief RAMS out on a regular basis which include allotted timescales and methods of 
works. 
3.1) I gather service drawings from the client before starting any civil works on this project 
and have trial pits dug to give us an idea what is in the ground 
3.2) Information like existing services existing building information, ground conditions and 
any site hazards are obtained from the client, this information is then collated and placed in 
the site CONSTRUCTION FILE for future works information, a lot of the information is placed 
in the site induction which I continually update to suit the ever changing site. 
3.3) The types of information required for typical construction projects will be programme 
(allocated time for individual works), existing ground conditions, existing services, people 
who may be affected by the works, any work restrictions, the maximum number of persons 
on the project at any time (for the site set up), any environment issues,  
4.1) I ensure that all subcontractors have a supervisor on site with the minimum 2 day CITB 
SSSTS in accordance with _______ policy  
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4.2) I attend pre start meetings with sub contractors to discuss and agree project 
requirements and attendance 
4.3) Before commencing any works the subcontractor are issued with the project 
requirements and the CONSTRUCTION FILE which they will read and sign to say they have 
understood. 
4.4)  Factors that affect project requirements are usually down to man power or training 
requirements, the CSCS cards for example, some contractors have never previously used 
CSCS card scheme and so will have to retrain all their staff which takes time and money. 
4.5) To ensure that the works are organised prior to attending site, if they are not informed 
work may have to stop until they are up to date with requirements, ultimately it may be 
_______ fault for not informing them prior to attending site and the cost may be incurred to 
_______. 
5.1) Before work starts I check the programme, drawings and land survey and from this 
information along with site and Health and Safety requirements I determine the number and 
types of people required for the works,  plant and machinery and materials required. 
5.2) I will assess all site information as above and with my line managers agreement will set 
out a site programme with the snr engineer, to ensure that all resources are used to their 
maximum potential and are the most cost effective and to ensure that targets will be met and 
safe working practices are carried out. 
5.3) as 5.2) 
5.4) I gather information weeks in advance where possible to give me an idea of what 
resources are required and then I will make investigations (email, phone call,) to relevant 
suppliers to make sure it will be available when the time arrives. 
6.1) I asked the engineer to let me know where there was going to be no building works 
going on for the entire project  and no services passing through  so we could have our 
storage area without the need to keep moving it about which would cost time and money and 
the materials could get damaged by repeated movement. This is still our compound area 2 
years on and it is very well organised. 
6.2) All our waste is cleared immediately to give a positive image to visitors, all our areas are 
well segregated to members of the public. I place a traffic marshal on the site roads if we 
have any works there to greet members of the public and to answer any questions they may 
have, this stops any complaints they may have escalating and giving a bad impression to the 
client. 
6.3) as 6.2 
6.4) The site and recourses need to be organised so ultimately it creates a positive image to 
visitors, subcontractors and the client, the company will seem more appealing to do work 
with, work for and provide further works (continuity) 
7.1) On this project we have had to work alongside the client in the tipping hall which can 
sometimes be full of waste which restricts our access to do works 
7.2) because the waste levels fluctuate and there is no guarantee how much waste will be 
stored in there at any given time, all the relevant trades are made aware of this and are 
aware that they may need to go in there at the drop of a hat if the waste levels drop, so they 
will be prepared for this. 
7.3) I have a machine on hand to scrape any excess waste from the area where 
subcontractors may require access, I have briefed the RAMS To him and he knows what he 
is required to do. 
7.4) If I identify any special requirements which may be needed I write a RAMS detailing 
contingency plans and brief them to persons affected so they are aware of what may be 
needed. 
 
7.5) If we didn’t have a contingency plan for the tipping hall then no works would ever be 
carried out, this would affect programme and would cost 
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Unit Ref QCF731  

Title Ensuring that Work Activities and Resources Meet Project Work Requirements in the 
Workplace 

 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to ensure that work 
activities and resources meet project work requirements in the workplace 

 

Learning outcomes 
The learner will be able 
to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

1 Identify major 
activities, 
determine the 
resources 
needed from the 
information 
available and 
prepare draft 
work 
programmes and 
schedules. 

1.1 Determine and investigate major site activities on various projects. 18,15,16 

1.2 Identify the required resources for major site activities from available project 
information. 

18,15,16,1 

1.3 Plan initial work programmes and schedules for various projects ensuring that 
activities and resources meet project requirements. 

18,15,1,6 

1.4 Explain ways that allows major work activities to be identified. 16,18,5,1 

1.5 Explain how needed resources can be determined from the information 
available. 

18,15,14,12 

1.6 Explain how draft programmes and schedules can be prepared and why they 
need to be prepared. 

18,15,1 

2 Evaluate 
alternative 
methods, 
resources and 
systems in order 
to select the best 
solution to meet 
project 
requirements. 

2.1 Examine current production methods, resources and systems. 

 

1 

2.2 Evaluate findings of production methods, resources and system examinations to 
identify alternative methods, resources and systems. 

 

1 

2.3 Explain ways that can evaluate alternative work methods, resources and 
systems. 

 

1,15,10 

2.4 Describe how the best solutions to meet project requirements can be selected 

. 

18,15,5,6,1 

2.5 Describe the factors that determine project requirements. 

 

16,1,10 

3 Obtain 
clarification and 
advice where the 
resources 
needed are not 
available. 

3.1 Consult with at least two of the following to gain advice on lack of suitable 
resources: 
-   the client, customer or their representative 
-   consultants 
-   project team partners 
-   workforce 
-   technical and trade literature. 

18,16,15,6,5,1 

3.2 Explain how clarification and advice can be obtained when the resources needed 
are not available, and who with. 

 

 

5,1 

4 Analyse the 
activities against 
project 
requirements 
and the 
requirements of 

4.1 Examine work activities against project requirements for various projects. 1,18 

4.2 Identify the effects of at least four of the following external factors on project 
requirements: 
-   other related programmes 
-   supply lead times 

12,1,16,18,15,8,5, 

6 
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Unit Ref QCF731  

Title Ensuring that Work Activities and Resources Meet Project Work Requirements in the 
Workplace 

 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to ensure that work 
activities and resources meet project work requirements in the workplace 

 

Learning outcomes 
The learner will be able 
to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

external factors. -   contingencies 
-   special working conditions 
-   weather conditions 
-   statutory limitations 
-   site conditions 
-   environmental considerations 
-   customers. 

4.3 Explain how work activities can be analysed against project requirements. 

 

1 

4.4 Describe ways that external factors can be identified and considered. 

 

10,1,5 

4.5 Explain how work activities can be analysed against external factors. 

 

1,18,15 

5 Determine how 
long each 
activity will take, 
identify activities 
which influence 
each other and 
sequence them 
logically and 
realistically so 
that they make 
the best use of 
the resources 
available. 

5.1 Identify the duration of project activities. 

 

18,1,5 

5.2 Investigate and identify work activities that influence each other. 

 

5,18,15 

5.3 Schedule the sequence of work activities in order to use resources effectively. 

 

18,5,15 

5.4 Describe how durations of programmes and schedules can be calculated. 

 

18,15,14,5 

5.5 Explain how to identify work activities that can influence each other 

. 

5,18,15 

5.6 Explain methods that can make best use of resources when sequencing 
activities logically and realistically. 

 

 

18,1,5,6 

6 Ensure the 
production of 
detailed 
programmes and 
schedules of 
planned 
activities which 
are consistent 
with the 
complexity of the 

6.1 Specify work programmes and schedules that consist of at least two of the 
following: 
-   bar charts 
-   network analysis 
-   critical activities 
-   action lists 
-   resource schedules. 

18,1,5 

6.2 Explain how the production of detailed programmes and schedules are ensured. 

 

18,1,5 



Cskills Awards L6 NVQ Diploma in Construction Site Management  
Building and Civil Engineering (QUA884) 
 

46 
 

Unit Ref QCF731  

Title Ensuring that Work Activities and Resources Meet Project Work Requirements in the 
Workplace 

 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to ensure that work 
activities and resources meet project work requirements in the workplace 

 

Learning outcomes 
The learner will be able 
to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

project. 6.3 Explain methods that ensure programmes and schedules of planned activities 
are consistent with the complexity of the project. 

 

18,5,15,16 

7 Develop a 
system to 
monitor the 
works 
programmes and 
schedules, 
implement it and 
use the results to 
improve 
production and 
planning. 

7.1 Plan and implement systems that can monitor works programmes and 
schedules. 

 

18,1,5 

7.2 Monitor works programmes and schedules using a developed monitoring 
system. 

 

18,5 

7.3 Analyse results of monitoring systems and make recommendations to improve 
production and planning. 

 

5,18,1,16 

7.4 Explain how systems can be developed that monitor works programmes and 
schedules. 

 

 

 

18,1,5,6 

7.5 Explain how systems for monitoring works programmes and schedules can be 
developed. 

18,5,15 

7.6 Explain ways that systems for monitoring works programmes and schedules can 
be implemented. 

 

18,5,6,1,16 

7.7 Explain how the using of monitoring results of work programmes and schedules 
can improve production and planning. 

 

 

18,1,6,5,16 

8 Identify 
alterations to the 
works 
programmes and 
schedules to 
ensure they will 
meet changed 
circumstances. 

8.1 Examine work activities and compare to works programmes and schedules. 

 

1,18,15,5 

8.2 Identify alterations to work programmes caused by circumstances, and 
calculating cost and time benefits for required changes. 

 

18,10,1,5 

8.3 Seek and obtain decision-maker's endorsement of changes to the works 
programmes and schedules. 

 

5,18,15, 

8.4 Explain how alterations to works programmes and schedules can be identified. 18,1,5,6 



Cskills Awards L6 NVQ Diploma in Construction Site Management  
Building and Civil Engineering (QUA884) 
 

47 
 

Unit Ref QCF731  

Title Ensuring that Work Activities and Resources Meet Project Work Requirements in the 
Workplace 

 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to ensure that work 
activities and resources meet project work requirements in the workplace 

 

Learning outcomes 
The learner will be able 
to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

 

8.5 Describe ways of ensuring that alterations to work programmes and schedules 
meet changed circumstances. 

 

1,5,18,15 

  

 
 

1.1) I determine major site activities by checking the site programme and drawings which 
have been issued, I take a look at what activities will be required i.e., muck shift and the 
amount of muck, this gives me an idea of what machinery will be used after I look at the land 
survey reports. 
1.2) as 1.1 
1.3) I plan work programmes by checking relevant literature, site procedures, safety 
requirements, competency of employees and any other information specific to this site, I 
order materials with the advice of the engineer and if necessary I will check the specification 
for materials and order them. I will gain advice from the site coordination meetings and 
through speaking to the senior engineer. 
1.4) There is a master programme which we have been issued with, which was from the 
initial tender from the project, this highlights any major works and is a guideline for all works, 
although some dates have since changed due to unforeseen circumstances. 
1.5) I produce a traffic management plan for the site by looking at the ongoing works and 
what works are ahead by checking the programme and site plans, from this I assign 
banksmen at all the relevant places and know what areas require signage or stoning up for 
traffic movements. 
1.6) Draft programmes can be prepared by taking a quick look at existing works, 
programmes and schedules and producing a programme, this acts as a discussion point in 
communication with other trades or colleagues to see if there are any concerns with your 
proposals or any flaws. 
2.1) I recently looked at plans for the rail yard to see if there were any alternative methods of 
running the water to the drain instead of using aco drains which are expensive and would 
take a long time, my solution is to put gullies every ten metres and use drainage below the 
surface which would be cheaper and quicker and use less resources, one less man and 
machine, and 6 metres of concrete less and we have some pipe bedding left over. This is 
still currently being discussed by the engineering department and the designers. 
2.2) as 2.1 
2.3) I evaluate methods of works and alternative methods of work by checking them against 
each other and doing a cost exercise. I also take into consideration the duration of the 
works, as the lowest cost method may not be beneficial if we are tight on programme 
2.4) as 2.3 
2.5) Factors that determine project requirements are company policies, mandatory policies 
as required under HASAWA and any statutory consents required. The number and types of 
people in the workforce is a major factor in all project requirements. 
3.1) I regularly consult with my line manager when I feel I do not have adequate resources 
and I will also liaise with the site engineers to discuss issues such as methodology to see if 
my method of works is correct, I will speak to the workforce to gain their advice on 
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specialised works, i.e. include them in the procedure of the writing of the Method Statement 
as they will be the ones doing the works and may be a lot more skilled than me. 
3.2) If I need clarification or advice I usually have an informal meeting one to one with either 
the Snr engineer or my line manager, we will either study project documentation or we may 
include the designer depending on what the issue is. I will when required bring any issues 
regarding resources up in the foreman’s meeting. 
4.1)  I review RAMS on a regular basis to ensure that all work activities are to project 
requirements, on top of this I ensure they are being worked to by assessing the works at the 
workface, I do this on _______ activities and sub contractors activities. 
4.2) Other programmes from other contractors can have serious effects if they are not taken 
into account and other works are planned, for instance if the roads were due to be 
blacktopped and we weren’t ready with the sub stone due to programme then the costs of 
materials, plant and labour would be high. We have quite a lot of roads on this project and all 
have been tied in with the black toppers programme. 
For the special drainage kerbs on site the supply lead time is 5 weeks, the senior engineer 
checked by phoning up and ordered them well in advance, if he hadn’t then the site would 
have fell 5 weeks behind programme. 
The workforce can only work 12 days without having a day off, so I have to take this into 
account when planning works, I may need more human resources. 
The weather on this project has held us up severely on the drainage due to the water table 
being so high, even the pumps struggled to cope with the huge influx of water, luckily we had 
started the drainage earlier than planned and all went well, this was our contingency plan as 
we knew there may be a risk. 
4.3) I analyse work activities by reviewing RAMS which have been authorised at the work 
face to see if they are being worked to. 
4.4) as 4.2 
4.5)  as 4.2 
5.1) On the rail yard there are some aco channels to be placed, the engineer has done a 
programme of seven days, which brings us right up to the point where we break the concrete 
out, I know through previous experience that the aco channels will take three days max, as 
well as checking the programme I will ask the supervisor of different trades to get a more 
realistic idea of when works will finish so I can tie our works in. 
5.2) I investigate works that influence each other by checking drawings of our works which 
will include ‘tie in’ details, if I have any queries I will not hesitate to ask the senior engineer 
and we sit down together and discuss. Most activities that influence each other are common 
knowledge through previous experience 
5.3) I always plan work in advance to best suit programme and to ensure a continuation of 
work for the workforce, I do this in the foreman’s meeting were we will discuss manpower 
and I will put my case forward to my line manager, I ensure that I always have hospital jobs 
which are not critical but still require doing in case there are some unforeseen 
circumstances, which they can drop on.  
5.4) A good way of calculating durations of programmes and schedules is through past 
experience of the works, in our office there are many experienced people who I can call 
upon to ask their advice if I’m not certain myself. Durations of programmes can also be 
calculated by checking other trades programmes and ensuring your works tie in. 
5.5) as 5.2 
5.6) To make the best use of resources when sequencing activities I will check the 
programme and drawings to determine what resources will be needed for the next phase of 
the works and if needed I move some resources to the next phase of the works whilst 
keeping some on the last phase to produce a smooth overlap onto the next section and I 
don’t need to lose any resources. 
6.1) We have a master programme which details all the completion dates and lists all the 
critical activities which are on the critical path in red, all the other dates in theory can fall 
behind as long as we stick to the critical path in the long run 
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At the minute in the building we have a programme of works from the IC which is all the 
snags to get construction completion, i.e. action list 
6.2) Programmes are produced in liaison with all other trades on site and there are quite 
long coordination meetings between all parties on site, the client is informed and all suppliers 
are informed to ensure supply lead times can be met 
6.3) We have a planner on site who is on hand should I require any intricate details of the 
works ahead and he helps me ensure I have taken all aspects into account 
7.1) I complete a programme of works along with the senior engineer from the main 
programme and current activities on site and I can monitor works from this and schedules, I 
can see which activities are falling behind and which are ahead, the team discusses 
programme every week in the site progress meeting which I attend. 
7.2) I monitor works programmes and schedules using our programme of works, which has a 
two week look ahead, this allows me to know precisely where we are heading. 
7.3) I recently analysed the programme of works and realised that the bulky crusher which 
was going to be moved wouldn’t be moved when expected because the company couldn’t 
get here until two day later than needed, which affected us breaking out the concrete below 
which we had been allocated 7 days, I informed the senior engineer of this and made 
recommendations to alter the programme which then only gave me 5 days and programmed 
a weekend in to do the works so as not to affect the critical path. There is extra costs 
incurred which is premium rate for the weekend working. 
7.4) Systems can be developed to monitor works programmes and schedules dependant on 
what the scale of the site is, for instance we have to monitor this site by developing a works 
programme every single week because there are so many areas which are on the critical 
path and may fall behind, on a smaller project you could simply do a programme at the 
beginning of the project and have regular meetings to discuss the works, which we do also 
on this project. 
7.5) Systems for monitoring works programmes and schedules can be developed by 
collating the data from the master programme, design, supply lead times and the Health and 
Safety files 
7.6) To ensure that systems for monitoring works programmes and schedules are 
implemented each area is assigned a senior engineer and a foreman to be in control of that 
area and to ensure that the programme is being worked to, we then have a meeting each 
week, with the project manager in attendance where the programme is discussed. 
7.7) If I assess the programme and see any areas ‘slipping’, this would raise alarm bells and 
give me the opportunity to move resources, gain extra resources or even methods of work. 
 8.1) One of my duties is to ensure that programmes and schedules are being worked to and 
if not, take remedial.  
8.2) as 7.3 
8.3)  as 7.3 
8.4) I identify alterations to works programmes and schedules by constantly monitoring 
ongoing activities and comparing them to programmes at each stage of the works, which 
gives the greatest insight to future operations. 
8.5) We hold a coordination meeting which I attend each week where the revised 
programme will be discussed to all parties on site to ensure that the works meet all changed 
circumstances and that no trades will be affected. 
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Unit Ref QCF732 

Title Identifying, Allocating and Planning the Deployment and Use of Plant, Equipment or Machinery in the 
Workplace 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm competence in identifying, 
allocating and planning the deployment and use of plant, equipment or machinery in the workplace within the relevant 
sector of industry. 

Learning 
outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

1 Ensure that 
the 
specification 
of the 
selected 
plant, 
equipment or 
machinery 
meets the 
needs of the 
project before 
deployment. 

1.1 Review the specifications for plant, equipment or machinery and evaluate against 
project or operational requirements. 

10,5 

1.2 Describe ways of ensuring that the specifications for plant, equipment or 
machinery meet the needs of the project or operation before deployment. 

16,10 

1.3 Explain why it is important that the plant specification meets the needs of the 
project or operation. 

1,5,6 

2 Ensure that 
the plant, 
equipment or 
machinery to 
be deployed 
complies with 
current 
legislation 
and will be 
set up, 
operated and 
maintained by 
competent 
people. 

2.1 Devise and implement a system to ensure pre-use checks, inspections, thorough 
examinations and tests have been conducted on plant, equipment or machinery. 

10,1,5,6 

2.2 Explain how to ensure that plant, equipment or machinery complies with current 
legislation and why. 

 

10 

2.3 Carry out checks on the competence of people who will set up, operate and 
maintain plant, equipment or machinery 

 

10 

2.4 Explain the methods of checking competence of those setting up, operating and 
maintaining plant, equipment or machinery. 

10,4,1 

2.5 Give reasons as to why competences of those setting up, operating and 
maintaining plant, equipment or machinery should be checked. 

10,1,4 

3 Implement a 
system to 
update the 
deployment 
and allocation 
of plant, 
equipment or 
machinery, 
and 
operators, as 
the project 
progresses or 
changes 
occur. 

3.1 Devise and action a system that tracks the deployment, allocation and use of 
plant, equipment or machinery. 

10, 

3.2 Explain the various methods of implementing an effective system that can update 
the deployment and allocation of plant, equipment or machinery as projects or 
operations progresses or changes occur. 

18,15,1,5,6 

3.3 Explain why a system for updating the deployment and allocation of plant, 
equipment or machinery is needed. 

 

10 

3.4 Make recommendations on the use of alternative types of plant, equipment or 
machinery to decision makers. 

 

5,6,1 

3.5 Describe ways of recommending alternatives to decision makers. 5 

4 Identify 
hazards and 
assess risks 
arising from 
the use of 
plant, 

4.1 Evaluate risks arising from hazards and apply measures in order to protect the 
workforce, general public, visitors and the environment relating to three of the 
following: 
-   methods of work 
-   risk assessment 
-   safe use and storage of tools 

10,1,5 
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Unit Ref QCF732 

Title Identifying, Allocating and Planning the Deployment and Use of Plant, Equipment or Machinery in the 
Workplace 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm competence in identifying, 
allocating and planning the deployment and use of plant, equipment or machinery in the workplace within the relevant 
sector of industry. 

Learning 
outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

equipment or 
machinery 
and 
implement 
measures 
that protect 
people and 
the 
environment. 

-   safe use and storage of materials 
-   traffic management 
-   emergency plans. 

4.2 Explain the various methods of identifying hazards and assessing risks arising 
from the use of plant, equipment or machinery. 

 

 

10,5,1,18 

4.3 Describe ways to implement measures to protect people and the environment. 

 

10,1,5,6 

5 Ensure that 
plant, 
equipment or 
machinery 
operations 
are planned, 
appropriately 
and 
supervised 
and 
conducted in 
accordance 
with current 
legislation. 

5.1 Write or approve method statements for plant, equipment or machinery operations 
and pass the information on to the people concerned. 

 

1,5,6 

5.2 Describe various methods of writing or approving method statements for the use 
of plant, equipment or machinery. 

 

1 

5.3 Explain the techniques that can be used to pass on information effectively. 

 

 

5,6,18 

5.4 Explain how to ensure that plant, equipment or machinery operations are 
supervised and conducted in accordance with current legislation. 

 

1 

5.5 Establish the roles and responsibilities allocated to plant, equipment or machinery 
supervisors, operators and users. 

 

1,5,6 

5.6 Explain how to maintain effective records for the competence of supervisors, 
operators and users. 

 

4,1 

6 Ensure the 
appropriate 
storage, 
servicing and 
maintenance 
of plant, 
equipment or 
machinery to 
meet 
operational 
and statutory 

6.1 Arrange the storage, servicing and maintenance of plant, equipment or 
machinery. 

 

1,5,6 

6.2 Carry out checks to ensure serviceability and maintenance of plant, equipment or 
machinery as appropriate to at least three of the following operational or statutory 
requirements: 
-   health, safety and welfare of the workforce and others 
-   operational efficiency 
-   security of resources 
-   obligations to third parties 

10,1,5,6 
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Unit Ref QCF732 

Title Identifying, Allocating and Planning the Deployment and Use of Plant, Equipment or Machinery in the 
Workplace 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm competence in identifying, 
allocating and planning the deployment and use of plant, equipment or machinery in the workplace within the relevant 
sector of industry. 

Learning 
outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

requirements. -   regulatory authorities 
-   contractual commitments. 

6.3 Explains ways of ensuring, and why is important that, plant, equipment or 
machinery is stored, serviced and maintained in accordance with operational and 
statutory requirements. 

 

10,1,5,6 

7 Identify 
learning 
needs for 
supervisors, 
operators and 
users of plant, 
equipment or 
machinery 
that will or 
could support 
the project or 
future 
projects or 
operations. 

7.1 Establish the learning needs of plant supervisors, operators and users and review 
the information obtained for at least two of the learning activities: 
-   formal 
-   informal 
-   coached 
-   mentored 
-   vocationally qualifying. 

 

1,4,6 

7.2 Explain the various methods of identifying learning needs of plant supervisors, 
operators and users and how to compare with the needs of future projects or 
operations. 

 

 

18,1,15,4,6 

7.3 Describe ways of obtaining information on ranges of learning activities. 

 

 

11,1,5 

7.4 Explain how the learning development for plant supervisors, operators and users 
can be arranged. 

 

 

4,1,18,5 

8 Encourage 
those 
involved or 
affected by 
plant, 
equipment or 
machinery 
operations to 
suggest 
improvements 
in safe 
operations. 

8.1 Provide opportunities to at least four of the following in order to suggest 
improvements in safe operations: 
-   supervisors 
-   operators 
-   users 
-   other members of the workforce 
-   members of the public 
-   occupiers 
-   neighbours 
-   visitors 
-   organisational representatives 
-   hire firm(s), companies or agents. 

4,1,5,6 

8.2 Explain how to encourage those involved or affected by plant, equipment or 
machinery operations to suggest safe improvements. 

5,1,6 

8.3 Explain why encouragement is needed in suggesting improvements to plant, 5,6,1 
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Unit Ref QCF732 

Title Identifying, Allocating and Planning the Deployment and Use of Plant, Equipment or Machinery in the 
Workplace 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm competence in identifying, 
allocating and planning the deployment and use of plant, equipment or machinery in the workplace within the relevant 
sector of industry. 

Learning 
outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

equipment or machinery operations. 

9 Ensure that 
plant, 
equipment or 
machinery 
which is no 
longer 
needed is 
returned or 
removed. 

9.1 Make arrangements to allow plant, equipment or machinery to be, or specified to 
be, removed or returned. 

 

5,20 

9.2 Describe the various methods of ensuring that plant, equipment or machinery not 
needed is returned or removed. 

 

5,2 

9.3 Give reasons why plant, equipment or machinery should be returned or removed 
when not required. 

 

10,5,1,6 

  

 
 
 
1.1) I review the task at hand to see what plant or equipment is to be used and what 
dimensions are needed, then I ring up the supply company to ensure they have the right 
piece of equipment for the job, or to ask them for their recommendations, then I place the 
order. 
1.2) In the BUILDING there was a job which was changing a bus bar at 14 Metre and the 
platform height was 13 Metre, so I checked aluminium tower specification and found that 
they were all 12.2 Metre maximum platform height, I rang our supplier and they confirmed 
that 12.2 was the maximum platform height on an alloy tower. So the only option was to get 
a fixed scaffold which would cost more. Checking supplier specification is the best method of 
ensuring machinery and equipment meets the project requirements along with ensuring that 
all project procedures are being followed, for instance I know that 9 T dumpers are not 
allowed on a _______ project so I only order 6T dumpers. 
1.3) I always ensure that plant meets project needs to ensure the works are done to the 
correct standard, safely and the quickest way possible. Plant which arrives on site which is 
not within project needs will cost time and money. 
2.1) I have implemented a system for pre use checks for plant drivers which I check each 
morning and I do the weekly inspections on plant and equipment. In the inspections file there 
is all the thorough examination certificates with the date for the next scheduled check 
highlighted to make it easier to check each time. 
2.2) Any plant and equipment that comes to site will come with a thorough examination 
certificate from the supplier and _______ only use highly reputable companies who are 
selected for their high safety standards. If I have any questions I will ask our highly 
knowledgeable safety department for advice. 
2.3) I always assess the workforce at the workface to ensure they are carrying out their 
duties in the correct manner and safely, I will take extra time in assessing a new member of 
the team or a new item of plant or equipment. 
2.4) as above 
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2.5) _______ only allow work on items of plant or equipment if they are trained i.e. certificate 
and CPCS/CSCS cards, and a record is kept on file for reference 
3.1) Our site programme dictates what machinery and plant will be required, I make a record 
in my diary to ensure I have records of the plant being used on site and we have a weekly 
foremen’s meeting to discuss allocation deployment and use. 
3.2) I have set up a system for the store man who is a competent person to update the files 
as plant and machinery is taken off site or received on site and he keeps a record of any 
maintenance work which is carried out.  In the weekly foremans meeting we discuss 
allocation of plant. 
3.3) A system for updating deployment and allocation of plant is needed to ensure that all 
plant can be accounted for on site, I can keep a track of all maintenance schedules and 
ensure all plant and machinery is off hired as soon as possible. 
3.4) I often speak to my works manager of any issues regarding plant equipment or 
machinery, I ensure I have weighed up all the options before speaking to him; I will then 
amend the RAMS to suit the new machinery or equipment if necessary. 
3.5) I speak to my works manager regarding any alternatives, once I have a draft plan in 
place or draft ideas. 
4.1) I write up Risk Assessments and Method Statements for our works, I will collate all 
available site information as well as visiting the workface prior so I can identify hazards 
which will affect our works, the general public or the environment. If a hazard unfolds once 
works have proceeded I will stop the works and assess the risks before implementing control 
measures which will be briefed to the workforce. I realised dumpers were speeding on site 
after I analysed the Hazard Recognitions so I briefed the workforce and put in place a 2nd 
gear maximum policy on all dump trucks, before adding the details to the RAMS. 
I implement a policy that all plant must have a spill kit with it at all times, in case of spillage. 
4.2) as 3.4 and 4.1 
4.3) I write RAMS on a regular basis and if needed I will make amendments when new risks 
are identified and put control measures in place, I brief these out to all involved in the 
operation, and ensure they are signed and understood. 
5.1) as 4.3 
5.2) I will visit the area where the works will be carried out to give me a better understanding 
of the method and I will when needed involve the workforce in the methodology of the works 
to ensure the best and safest possible method is used. 
5.3) I brief tool box talks, RAMS and START OF SHIFT briefings to ensure that all 
information is passed on effectively. I also attend team meetings. 
5.4) I do a scheduled review of RAMS every month to ensure that all activities are completed 
within current legislation, I do spot checks on all work activities against RAMS to ensure they 
are being followed. 
5.5) In the daily START OF SHIFT briefing I establish roles and responsibilities for that day 
to all operatives and supervisors under my control, The RAMS also detail roles and 
responsibilities. 
5.6) I keep training file in the office which includes details of all training records including, 
CPCS cards, and familiarisation training and toolbox talks. 
6.1) All our plant, equipment and machinery is signed in and out of the stores and the store 
man will keep me informed of and gear not handed in, this ensures the gear is stored in the 
best possible way. I ring up the supplier when the store man lets me know what items of 
plant require servicing or if the workforce highlights any faults. 
6.2) I ensure that all our plant is checked under PUWER by keeping detailed records of the 
plant and ensuring that there is a visual check which is documented once a week. 
I ensure the health and safety of the workforce and others by printing plant check sheets out 
and ensuring that the operators do their checks each morning before use. 
All our plant on site has an in date thorough examination as stated in the PUWER 
regulations. 
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I ensure that the store man locks all machinery and equipment up at night to ensure the 
security of the gear so that nobody can damage or tamper with equipment when the site is 
unoccupied. 
6.3) I keep a schedule of required dates for servicing schedules and I ensure plant operator 
check sheets are carried out, I allocate duties to competent persons to ensure that checks 
are made to plant and equipment. It is important that machinery, plant and equipment is 
stored serviced and maintained to ensure the safety, health and wellbeing of all people who 
may be affected by our operations. If all the required systems were not in place the HSE 
could close down the site by issuing a prohibition notice, which could result in less work for 
the company in future. 
7.1) If any plant or equipment arrives on site, I ensure that the delivery driver shows the 
operatives how to use it (familiarisation), because I know that not all equipment is the same. 
I rang up our supply company for excavators after we had some fork attachments delivered, 
I asked if they could come to site to train the operators on how to use them safely. 
I show MEWP operators on a regular basis how to use the different models of MEWP, 
because I’m very familiar with the different types of model I am able to informally coach 
them. 
7.2) I look at the site programme regarding future works and what plant and equipment we 
need in the future, this helps me determine what training is required and whether it will be 
beneficial to the company in the future. I had 3 operatives placed on the MEWP course 
because I could see off the programme that there would be high level works for us in my 
section. If new legislation comes out then we automatically need to ensure that training 
meets current standards for this project and future projects. 
7.3) To gain information on learning activities I will first check the programme and method of 
works to see what is required and then contact our plant supplier and ask what is the most 
suitable item of equipment and from this I will be able to determine training requirements and 
I can then contact the training provider for details. 
For training in the form of a tool box talk I will gain all my information from ACOPs from the 
HSE website or contact our SAFETY department. 
7.4) If any of the workforce needs training I will ensure that the best possible time is 
allocated and that I have enough cover for the day, I speak to my works manager once I 
have all the information and gain his approval 
8.1) I chair a safety committee meeting where operators, users and supervisors attend, the 
aim of this is to let them have their say on safety anonymously and for me to gain ideas on 
safe practices. It is important to encourage the workforce to come up with ideas for 
improvement on safety because they are the ones actually doing the work, and may know 
better than me regarding their specific operation. I encourage positive feedback on 
improvements in safety and do it anonymously otherwise they wouldn’t say anything. 
8.2) as 8.1 
8.3) as 8.1 
9.1) If plant, machinery or equipment is to be off hired I speak to the store man and ensure 
that it is cleaned, filled with diesel (if needed) and  placed to one side easy to pick up, I ring 
up the hire company detailing what is needed and ask for a time and date for pick up. 
9.2) I ring the hire company and explain to them that they have a certain amount of time to 
pick the item up, after that time any damages or losses will not be our responsibility; I will 
follow this with an email for my records and log in my diary. 
9.3) Plant or machinery should be removed from site when required to avoid damage, 
vandalism and unauthorised use, also it is more likely to get stolen if left for days/weeks on 
end in the same location.  
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Unit Ref QCF733 

Title Organising, Controlling and Monitoring Supplies of Materials in the Workplace 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm competence in organising, 
controlling and monitoring supplies of materials in the workplace 

Learning outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

1 Analyse 
operational 
plans and 
quantities to 
assess what 
supplies of 
materials will 
be required 
and calculate 
and develop a 
delivery 
schedule. 

1.1 Examine operational plans and quantities for various projects. 18,15,14 

1.2 Calculate delivery and lead times. 18 

1.3 Schedule deliveries and traffic management. 18,14,15 

1.4 Explain how operational plans and quantities can be analysed to assess what 
materials will be required. 

18,15 

1.5 Explain methods that can calculate delivery and lead times for supplies of 
materials and why they should be calculated. 

18,14,15,1 

1.6 Give reasons why it is necessary to analyse operational plans and quantities to 
assess what materials will be required. 

18,15,1 

1.7 Explains ways that delivery schedules can be developed. 18 

1.8 Give reasons why delivery schedules and traffic management are required. 18 

2 Identify 
opportunities 
to standardise 
supplies of 
materials. 

2.1 Seek ways of standardising supplies that can improve at least one of the 
following: 
-   economy of usage 
-   cost 
-   environmental impact 
-   sustainability. 

1,12,14,18,15 

2.2 Explain ways that opportunities for standardising supplies of materials can be 
identified. 

18,15,5 

2.3 Explain how standardisation of materials can assist projects. 

 

11,15, 

2.4 Give reasons why opportunities for material standardisation should be 
considered. 

 

12,1 

3 Check with the 
delivery 
schedule and 
users to 
confirm what 
supplies of 
materials are 
needed and 
ensure 
appropriate 
orders are 
prepared. 

3.1 Identify and confirm supplies of required materials against delivery schedules. 18 

3.2 Carry out checks that ensure appropriate orders are prepared. 10,18,1 

3.3 Explain methods of checking delivery schedules and with users so that material 
needs are identified. 

5,18 

3.4 Describe ways that can ensure appropriate orders are prepared. 

 

18,5,1 

3.5 Give reasons why checks must be made to ensure appropriate orders are 
prepared. 

5,20 

4 Conduct 
negotiations 
and meetings 
with suppliers 
and users so 

4.1 Communicate and/or meet with both suppliers and users to identify and confirm 
supply requirements. 

20,18,15 

4.2 Agree and monitor supply requirements for various projects with various 
suppliers. 

5,20 
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Unit Ref QCF733 

Title Organising, Controlling and Monitoring Supplies of Materials in the Workplace 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm competence in organising, 
controlling and monitoring supplies of materials in the workplace 

Learning outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

that goodwill 
and trust is 
maintained 
and agreed 
supply 
requirements 
are ensured. 

4.3 Explain methods and techniques of conducting negotiations and meetings with 
suppliers and users to ensure supply requirements are agreed. 

18,5,20 

4.4 List and describe the factors and issues that determine and affect supply 
requirements. 

18 

4.5 Explain how goodwill and trust can be maintained with suppliers and users. 5,20 

4.6 Explain how formal and informal meetings with suppliers and users can be 
conducted. 

5,20 

5 Implement 
systems, to 
monitor the 
delivery 
schedule and 
the 
performance 
of suppliers, 
which will 
identify supply 
improvements. 

5.1 Establish monitoring systems for supply delivery schedules. 18 

5.2 Establish monitoring systems that checks the performance of suppliers. 5 

5.3 Establish at least three of the following factors used in materials control: 
-   quality 
-   quantity 
-   payment to suppliers 
-   approval by client, customer or their representative 
-   programming 
-   cost. 

18,20,1,5 

5.4 Identify improvements that can be made to material supply using information from 
monitoring systems. 

 

5,20,18 

5.5 Explain how systems, that cover all necessary factors to monitor the delivery 
schedules, can be implemented. 

 

18,5 

5.6 Explain how systems that can monitor the performance of suppliers against the 
agreed supply requirements can be implemented. 

 

18 

5.7 Describe how identified improvements to delivery schedules can be recorded. 

 

18,2,5 

5.8 Give reasons why the delivery schedule and performance of suppliers should be 
monitored. 

 

 

5,20,18,15 

6 Identify 
problems with 
supply, record 
them and take 
action to 
resolve them. 

6.1 Analyse supply monitoring systems and delivery schedules and note identified 
supply problems. 

5,2 

6.2 Implement appropriate methods to resolve identified supply problems. 18 

6.3 Explain methods that can identify problems with supply and supply requirements, 
how they can be recorded and what actions can be taken to resolve them. 

5,20,18 

6.4 Explain how the delivery schedule can be modified to minimise disruption to the 
programme. 

18,15,5 
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Unit Ref QCF733 

Title Organising, Controlling and Monitoring Supplies of Materials in the Workplace 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm competence in organising, 
controlling and monitoring supplies of materials in the workplace 

Learning outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

7 Identify 
changes likely 
to result in 
over or under 
supply and 
modify the 
delivery 
schedule to 
minimise 
disruption to 
the 
programme. 

7.1 Regularly examine material supply performance against ongoing project 
requirements. 

18 

7.2 Amend delivery schedules when material supplies are not meeting programme 
requirements or where excess materials are being supplied. 

18,12,5,20 

7.3 Explain ways that can identify changes likely to result in over or under supply. 1,5,18 

7.4 Explain how to modify delivery schedules that minimises disruption to the 
programme. 

18 

  

 
 
 
1.1) I continually monitor operational plans and quantities on a day to day basis by 
continually checking progressed works and any method changes against existing plans or 
quantities.  
1.2) I will speak to the supplier where needed to confirm delivery and lead times, and tie that 
in with the programme. 
1.3) I will have a programme in place which will include scheduled deliveries and I ensure a 
traffic management plan is in place for any generic deliveries and special deliveries. A 
RAMS will be in place to ensure safe delivery and offload. 
1.4) I analyse plans and quantities and assess what materials will be required by checking 
drawings and cross referencing with what’s happening on site as things can change 
suddenly, i.e. spec, programme and statutory consents. 
1.5) I will speak to the supplier at the earliest stage possible to know when to order materials 
this is to ensure the materials arrive in time for installation date on the programme. 
1.6) it is necessary to analyse operational plans and quantities to assess what materials will 
be required because they are critical to the programme and any shortfall of materials could 
hold up the operation. 
1.7) Delivery schedules can be developed from the programme and factors such as storage 
space, they can be revised if other factors come into it i.e. adverse weather for long periods 
or subcontractors falling behind. 
1.8) delivery schedules and traffic management plans are required to ensure that a lay down 
area is allocated at the specific date especially if the storage areas are tight, to ensure that 
the materials are brought safely and offloaded safely and to avoid clashes with the public. 
2.1) we have a save it campaign across the project where all materials will be reused where 
possible to avoid ordering again saving cost and time. 
We, where possible order materials from one supplier more ordered less cost 
Where possible I will order everything at once to try and fit all our materials on the one 
wagon to reduce carbon emissions. 
_______ has supply partners who we have long term contracts to ensure the cost is least as 
possible. 
2.2) On this project the kerbs have nearly all been standardised to ensure that there is no 
need to keep swapping and changing, also cheaper by buying in bulk and more economical 
and more efficient by knowing any extra kerbs until the very end will be used elsewhere. 
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2.3) Standardisation of materials can assist projects by being more economical (buying bulk) 
more efficient from one supplier and the procurement cycle is lessened by only having one 
supplier. 
2.4) same as 2.3 
3.1) I identify and confirm the supplies of required materials against delivery schedules by 
checking the programme and ongoing works and targets met. 
3.2) I speak to the senior engineer to ensure that materials orders have been placed and 
prepared. 
3.3) methods of checking delivery schedules and with users so that material needs are 
identified are checking schedules against work progress and I also ask users in the daily 
briefing to confirm that there is enough materials for the works. 
3.4) Orders for this project are prepared by using the E1 system which then gets processed 
by the buying department, I confirm by telephone to ensure that the order has been 
processed. 
3.5) Checks must be made to ensure appropriate orders are prepared because it could have 
an effect on the overall programme and also to ensure that the correct spec of materials are 
being ordered. 
4.1) Being fire marshal I have to meet with ________ fire on a regular basis to confirm fire 
supply needs. 
I hold a meeting each morning and go through the works with the team and this is where I 
ask what materials may be needed, I have a very good team who will pick up on a short fall 
of materials and will let me know as soon as they know. 
4.2) I order stone which is needed for site as and when as it is on call off, there is no need 
for E1.  
4.3) I have regular meetings with ________ fire to confirm what fire supplies we need then I 
will follow up with an email. 
4.4) Factors which affect supply requirements are changes to programme, specification, 
changes to design. 
4.5) goodwill and trust can be maintained with suppliers and users by keeping to timescales, 
doing what we say, keeping regular contact, make aware of any problems and make aware 
of any changes in good time. 
4.6) Formal meetings are generally at the start of the contract to set the ground rules and 
minuted while informal meetings are more laid back and programme will generally be 
discussed, they may still be minuted. 
5.1) The site programme is our monitoring system for supply delivery schedules and I 
continually monitor it 
5.2) Suppliers are monitored by checking materials are in good order, fit for purpose, 
delivered I good time, whether they offload themselves and they keep in regular contact 
should any problems arise. 
5.3) I ensure quality of materials is checked at the very earliest opportunity and if there are 
any defects I speak to my works manager. 
I ensure that the storeman does a physical count of materials which arrive on site by 
checking against what was ordered. 
By continually monitoring the programme I know what materials are due to site and when 
which enables me to be prepared when they do arrive. 
5.4) I spoke to the senior engineer regarding poor performance by the concrete firm which 
we were using, concrete was coming too wet or too dry and was arriving very late at times 
which is of more cost to _______, I suggested using another firm to supply concrete which is 
being looked into. 
5.5) I delegate works whenever needed, in relation to materials deliveries I delegate most to 
the store man who is very good at checking materials for quality, number and storage. 
5.6) systems that monitor performance of suppliers against the agreed supply requirements 
can be implemented by liaising with the site agent on lack of performance or poor 
performance which I do on a regular basis. 



Cskills Awards L6 NVQ Diploma in Construction Site Management  
Building and Civil Engineering (QUA884) 
 

61 
 

5.7) identified improvements to delivery schedules can be recorded with meetings with 
supplier and emails, and internal meetings where we discuss and agree proposals, how we 
go ahead. 
5.8) the delivery schedule and performance of suppliers should be monitored to ensure that 
we get an effective supplier who delivers what we require on time and within budget. 
6.1) By highlighting issues, together with both formal requests ahead of scheduled tasks in 
weekly meetings. 
6.2) I implement appropriate methods to resolve identified supply problems by continuous 
liaison with site agent and monitoring site performance of concrete supplier. 
6.3) I will speak to the site agent who will issue early warning notices to suppliers both 
internally and externally. 
6.4) the delivery schedule can modified to minimise disruption to the programme by close 
liaison with the site engineers over deliveries and by monitoring the construction and moving 
tasks if required. 
7.1) I get the storeman to update the store records on a regular ongoing basis and inform 
myself of poor performance or poor quality. 
7.2) I amend delivery schedules by discussing with engineers or my works manager and 
agreeing an alternative. 
7.3) Quality plan i.e. NCR where the construction has not been carried out as per the design. 
7.4) I modify delivery schedules that minimise disruption to the programme by using 
alternative suppliers, alternative transport arrangements or alternative design. All of which 
will be discussed with the senior engineer or my works manager first.  
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Unit Ref QCF734 

Title Establishing and Monitoring Communication Systems and Organisational Procedures in the Workplace 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm competence in 
establishing and monitoring communication systems and organisational procedures in the workplace 

Learning 
outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

1 Identify 
organisational 
and 
communicatio
n needs for 
the project. 

1.1 Examine and establish project communication requirements for projects that 
meets organisational needs. 

 

1, 5 

1.2 Consider at least four of the following organisational and communication systems 
when identifying communication needs: 
-   roles and responsibilities 
-   site or head office interface 
-   project administration 
-   health, safety, welfare and environmental needs 
-   project team interfaces 
-   integration of data 
-   sharing of project data 
-   team working 
-   the client, customer or their representative. 

5, 6, 10, 15, 17 

19 

1.3 Explain how suitable organisational and communication systems can be identified 
for projects. 

 

5,1 

 

2 Establish 
systems and 
procedures 
which are 
compatible 
with those 
used by the 
client, 
customer or 
their 
representativ
e and the 
supply chain. 

2.1 Identify and implement communication systems and procedures that are 
compatible with clients, customers or their representatives, and supply chain 
systems. 

 

5,6,18, 1 

2.2 Manage, administer and control operational communication systems and 
procedures. 

 

 

1,5,6 

2.3 Explain ways that systems, compatible with those used by clients, customers or 
their representatives and supply chains, can be established and introduced. 

 

10,5,6,1 

2.4 Explains methods of establish communication and organisational systems that will 
enable clear effective management, administrative and operational controls. 

 

 

5,6,1 

2.5 Give reasons why communication and organisational systems, that will be 
compatible and provide control, are needed. 

 

 

5,1 

3 Produce 
project 
information 
and circulate 
it to people 
and 

3.1 Identify information needed for the project. 21,5 

3.2 Produce project information in relevant formats that will support the project. 20,5,3 

3.3 Distribute relevant project information on least one of the following to people that 
have an interest: 

20,5 
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Unit Ref QCF734 

Title Establishing and Monitoring Communication Systems and Organisational Procedures in the Workplace 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm competence in 
establishing and monitoring communication systems and organisational procedures in the workplace 

Learning 
outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

organisations 
that have an 
interest. 

-   information on people's roles 
-   details on people's responsibilities 
-   details of the organisational structure. 

3.4 Describe ways that accurate and unambiguous information about people's roles 
and responsibilities, the project and the organisational structure can be produced. 

3,5,6,1,4 

3.5 Explain methods that allow for the circulation of information about people's roles 
and responsibilities, and the project and organisational structure, to people and 
organisations that have an interest. 

 

1,5,16 

3.6 Give reasons why information on people's roles and responsibilities is important to 
people and organisations that have an interest. 

 

1,5,16 

4 Establish 
methods of 
communicatin
g information 
between 
people and 
organisations 
that have an 
interest. 

4.1 Identify people and organisations that have interest or need relevant project 
information. 

 

1,5,16 

4.2 Put in place at least three of the following methods of communication for 
reporting, recording and retrieving relevant project information for relevant people 
and/or organisations: 
-   oral 
-   written 
-   graphic 
-   electronic. 

1,5,6,8,16 

4.3 List and describe who would likely to be included when establishing 
communication methods for projects 

 

 

5 

4.4 Explain ways that methods of communicating, reporting, recording and retrieving 
information, between people and organisations that have an interest and 
appropriate to the needs of the project, can be established. 

 

 

 

20,1,5,6,18,15 

4.5 Explain why methods of communicating, reporting, recording and retrieving 
information between interested people and organisations should be established. 

5,1,18,15 

5 Monitor the 
communicatio
n and 
organisational 
methods for 
effectiveness, 
identify and 
investigate 

5.1 Implement systems to monitor the effectiveness of communication and 
organisational methods. 

3,5,20 

5.2 Establish causes of any communication and organisational method breakdowns. 3 

5.3 Restore effective communication and organisational; methods by implementing 
appropriate corrective actions. 

20,5,3 
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Unit Ref QCF734 

Title Establishing and Monitoring Communication Systems and Organisational Procedures in the Workplace 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm competence in 
establishing and monitoring communication systems and organisational procedures in the workplace 

Learning 
outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

breakdowns 
and take 
action to 
restore 
effective 
communicatio
n and 
organisation. 

5.4 Explain methods that can monitor the communicating, reporting, recording and 
retrieving of information. 

5,3 

5.5 Explain how breakdowns in communication and organisational systems can be 
identified. 

3 

5.6 Describe how breakdowns in communication and organisational systems can be 
investigated and explain why they should be investigated. 

5,3,6,1 

5.7 Explain actions that can be taken to restore effective communication and 
organisational systems. 

19,1,5 

6 Use 
information 
received to 
make 
improvements 
to the 
organisation 
of the project 
and 
communicatio
n systems. 

6.1 Gather relevant information about project organisation and communication 
systems. 

19,5 

6.2 Establish where communication systems and project organisation can be 
improved. 

19 

6.3 Implement processes that can improve communication systems and project 
organisation. 

19,5 

6.4 Explain how possible improvements to methods of communicating and 
organisational systems can be identified. 

19,5,6,1 

6.5 Give reasons why established systems should be improved. 19 

7 Prepare for 
and manage 
meetings to 
meet 
objectives. 

7.1 Prepare agendas, arrange venues, contact attendees in good time and agree 
objectives to be achieved during the meeting. 

5 

7.2 Meet with stakeholders and colleagues, and facilitate constructive contributions 
and balanced and informed discussions on agenda items from attendees during 
the meeting. 

5 

7.3 Run meetings with stakeholders and colleagues on time, ensure and agree that 
objectives have been achieved, and agree actions and responsibilities to be taken 
following the meeting. 

5,20 

7.4 Explain how meetings should be managed that ensures objectives are met. 5 

7.5 Describe the different types of meetings that can be undertaken with stakeholders 
and colleagues. 

5,6,1,14 

8 Complete 
actions 
following the 
meeting to 
meet 
objectives. 

8.1 Draft and circulate minutes of the meeting, and distribute necessary information to 
relevant people. 

20,5 

8.2 Monitor the completion of the agreed post-meeting actions. 5 

8.3 Explain methods that ensure actions are completed following meetings and the 
objectives are met. 

5,20,5 

8.4 Describe ways evaluating the effectiveness of meetings. 5 
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1.1) I chair the site operative’s monthly SAFETY meeting as set out in the _______ 
procedures and guidance, I send out all information to all the trades on site via email and 
print off the minutes from last month so everyone in attendance has a fair understanding of 
what is going on. 
1.2) Health, safety and environment issues are tool box talked by me on a regular basis I 
ensure that all issues are dealt with in this way. 
I regularly chair inductions and in these inductions all roles and responsibilities of the key 
people on site are briefed, I ensure that I speak clearly and concisely. 
I attend the supervisors/managers START OF SHIFT briefing each morning where all 
interface issues for the day are briefed by each trade and all people in attendance have a 
chance for their say. 
I attend the weekly interface meeting with all the _______ team, we share our views of site 
progress and issues, and this encourages us to pull together as a team. 
1.3) The site complies with all organisational needs by ensuring that all communication 
methods as set out in the _______ procedures and guidance. Site communication methods 
will be determined by the size of the site, technology on the site (phone line, wireless etc) 
and the size of the workforce. 
2.1) I implement the daily START OF SHIFT briefing where representatives from the client, 
customers and supply chain partners attend, as in _______ procedures and guidance. 
2.2) The start shifts for each trade on site are kept on my system and updated by me, I print 
them off each morning along with tool box talks. I brief my team on the START OF SHIFT. 
2.3) When The Client first started to attend a weekly meeting with _______ a discussion was 
held to see which day and what time would be best to suit their needs, Wednesday at 12 
O’clock was the best time. 
2.4) I chair the SAFETY committee meeting every month and to set a date I will speak to all 
the trades in the START OF SHIFT briefing to establish the best possible time to hold the 
meeting so it doesn’t affect production too much. Once I have done this an email will be sent 
to confirm the dates. 
2.5) To ensure that the works are carried out to the best method, to the correct design and 
above all safely. Communication and organisational systems allow persons to have their say 
effectively and ensure that their ideas or concerns are not missed out.  
3.1) I organise office and canteen notices and regularly update them, they include: f10 and 
Health and Safety at work act 1974, _______ policies such as health and safety, eye 
protection, gloves, environmental etc, Insurance certificates, safety bulletins, Information 
relating to fire procedure first aid and all information specific to this site. 
3.2) as 3.1 
3.3) I update the roles and responsibilities board which is outside the office for all visitors 
who attend site to see, I ensure that it is up to date at all times. I also brief out the site 
induction which must be briefed to persons before they enter site which includes the site 
management structure, It is updated by me after I gather all information and when I receive 
training certificates to go into the training file which I update also. 
3.3) I update the roles and responsibilities board which is outside the office for all visitors 
who attend site to see, I ensure that it is up to date at all times. I also brief out the site  
3.4) as 3.3 
3.5) as 3.3 
3.6) It is important that people and organisations have information on peoples roles so the 
work is carried out safely and to the correct method, for example _______ have only certain 
people who can approve RAMS and only engineers can do permits to dig, the workforce 
needs to know who the supervisors are on site and first aiders to ensure they know where to 
go in an emergency situation. 
4.1) In the start of shift briefing I will distribute relevant project information to persons who I 
feel need to know, for example any traffic management changes will be briefed. 
4.2) In the start of shift briefing I will distribute relevant project information to persons who I 
feel need to know, for example any traffic management changes will be briefed. 
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I write tool box talks which will be briefed to the workforce, it is issues that affect everyone 
and is very relevant to site activities, I ensure that all details are filled in correctly like date 
briefed and by who and I do spot checks. 
I issue a tool box talks trends table to everyone on site to highlight the main problem areas, it 
is basically a graph which has the different categories in different colours, the table gets 
issued once a month after I have collated all the hazard recognitions which have been 
handed in. 
4.3) Everyone on site will be included in communication methods for the project as everyone 
on site has a duty of care under the HASAWA 
4.4) I establish methods of communicating, reporting, recording and retrieving information by 
speaking with the relevant parties in good to and come to an agreement that is beneficial to 
everyone, for instance I generally have the SAFETY committee meeting on a Wednesday 
which suits the needs of the trades. I also send emails to persons within a company that I 
have already spoken to verbally to ensure that it is ok for me to send email to or copy in. 
4.5) Methods for communicating, reporting, recording and retrieving should be established to 
ensure that all parties have the required information needed and to ensure that the correct 
method which will pass the information on more quickly and accurately is used. This 
information could be health and safety, design, programme and public plus many more 
which are all critical pieces of information to the project. 
5.1) I regularly check that hot works, confined spaces and dig permits are being 
communicated and I check whether they have been closed off, and there have been a few 
were people haven’t bothered to sign off permits which can be very dangerous if something 
were to happen as this shows that the correct after work checks haven’t been carried out 
and the information has not been communicated back. 
5.2) The permits were not being signed off because they were either getting lost or people 
were leaving site with them in their vehicles 
5.3) I have now implemented a procedure were all the permits stay in the file and the 
workforce must visit the office to speak to a member of staff and communicate any results 
and sign off the permit. 
5.4) same as 5.1 
5.5) I identify breakdowns in communication by doing a physical check on items which I can 
and when meetings are attended and last meetings minutes are gone through I will 
understand what has and hasn’t been achieved and where the communication broke down 
will be discussed and my works manager will put in place corrective measures. 
5.6) Breakdowns in communication are generally investigated with the parties involved 
attending a meeting and discussing what went wrong and implementing corrective measures 
to ensure it doesn’t happen again, they should be investigated to ensure that the breakdown 
is a one off. 
5.7) same as 5.6 
6.1) I gather the hazard recognitions which come in each month and collate them to produce 
a table which is then passed on to the workforce along with a short statement by me 
highlighting the areas which need improvement. 
6.2) I implemented the hazard recognition trends table after gaining feedback from the 
workforce during my SAFETY meetings regarding no info coming back from them and 
whether or not _______ acted upon them. 
6.3) same as 6.1 
6.4) I chair a monthly SAFETY committee meeting where operatives from every trade attend 
and I ensure that all information is being passed onto them and basically asking them are 
they being briefed on Method Statement and Risk Assessments, toolbox talks and START 
OF SHIFT and not just being asked to sign. 
6.5) Established systems for communication should be continually monitored and improved 
where necessary because the project is continually changing with new contractors, 
legislation and company procedures changing all the time. 
7.1) When I plan the SAFETY committee meeting I will book the meeting room for the 
required day and the time will be set. I have a prepared agenda which covers everything 
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needed in the meeting and this is the basic template for the meetings, although there is AOB 
which is mentioned at the end if there are any specific issues not raised. I will send an email 
to all trades and ensure that I have a reply confirming attendance, if there are any issues 
regarding time or date I have enough time to reschedule. 
7.2) During these meetings I will discuss the set out agenda and speak in a clear and 
concise way so that I can be easily understood, I will take a unambiguous approach and 
treat all issues as relevant and ensure all issues are discussed in professional manner. All 
items are treated equal. 
7.3) During these meetings I will raise any actions which I feel would solve the issues raised 
and get the agreement from the workforce or listen to any of their ideas, either way actions 
to be taken after the meeting will be agreed before the meeting finishes and any 
responsibilities will be clarified. In the next meeting I will take the previous week’s minutes 
with me to brief out the actions taken successfully. 
7.4) I manage meetings by setting out clear targets on paper and allocating a time on each 
objective to ensure the meeting is clear and to the point, I speak in a way that attendees will 
understand. I will engage the workforce by asking their opinions or recommendations and 
take these on board. 
7.5) Different types of meetings which I chair in my role are, Safety Committee Meetings, 
Tool Box Talk, Risk Assessment Method Statement, Traffic Management Plans and Daily 
Start of Shift Briefings, also I will have informal meeting at the workplace. 
8.1) I draft meeting minutes for SAFETY meeting and foreman’s weekly meeting and gain 
my works managers approval before sending them out via email with actions or information 
attached required for each trade or person. 
8.2) Sometimes I will set a date required for certain actions which I will make a note of in my 
diary and chase them up at the required time to ensure they are completed, mainly I will go 
through last week’s minutes during the present meeting and see if they have been carried 
out and if not why not and set a date for the very near future. 
8.3) same as 8.2 
8.4) I evaluate the effectiveness of meetings by taking into account the engagement of the 
attendees and by evaluating actions take post meetings. 
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Unit Ref QCF735 

Title Controlling Project Progress against Agreed Quality Standards in the Workplace 

Level The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm competence in 
controlling project progress against agreed quality standards in the workplace 

Learning 
outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

1 Identify and 
interpret quality 
standards from 
available 
information, 
and pass them 
to people 
responsible for 
their 
implementation 
before they 
start work. 

1.1 Gather a range of sources which will identify quality standards for given projects.  

1.2 Examine collected sources and define requisite quality standards.  

1.3 Provide people responsible with relevant quality standards prior to work starting.  

1.4 Describe where and how quality standards for given projects can be defined.  

1.5 Explain how quality standards can be identified and interpreted.  

1.6 Explain ways that quality standards can be passed on to people responsible for 
implementing them before starting work on a contract. 

 

2 Specify clearly 
and 
unambiguously 
the 
responsibilities 
which 
individuals have 
for maintaining 
quality 
standards. 

2.1 Produce a site quality plan or procedure showing individual responsibilities in 
accordance with quality standards. 

 

2.2 Explain how responsibilities can be specified to individuals having to maintain 
quality standards, and who those individual may be for given projects. 

 

2.3 Give reasons why the responsibilities which individuals have for maintaining 
quality standards need to be specified. 

 

2.4 Explain methods that allows for the production of site quality plans or procedures 
in accordance with the quality standards. 

 

3 Set up systems 
to inspect and 
control the 
quality of the 
work. 

3.1 Establish and implement systems that can inspect ongoing work and completed 
work. 

 

3.2 Describe types of systems and methods that can be implemented to check quality 
standards. 

 

 

3.3 Explain how systems for inspecting and controlling the quality of work and record 
the outcomes should be set up. 

 

3.4 Give reasons why systems for inspecting and controlling the quality of work and 
records of the outcomes need to be set up. 

 

4 Regularly check 
that work 
conforms to the 
design 
requirements 
and the 
specified quality 
standards. 

4.1 Arrange inspections of ongoing and completed work on given projects. 

 

 

4.2 Record acceptance and rejection criteria for given project activities from 
inspection activities. 

 

4.3 Explain methods that checks that work conforms to design requirements and the 
specified quality standards. 

 

 

5 Identify work 
which fails to 

5.1 Establish, through investigation and comparison with quality standards, work that 
is identified as sub-standard. 
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Unit Ref QCF735 

Title Controlling Project Progress against Agreed Quality Standards in the Workplace 

Level The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm competence in 
controlling project progress against agreed quality standards in the workplace 

Learning 
outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

meet the 
requirements 
and specified 
quality 
standards and 
implement 
corrective 
action. 

5.2 Plan and arrange appropriate corrective actions.  

5.3 Describe ways that identifies and records work that fails to meet the requirements 
and specified quality standards. 

 

5.4 Explain how to implement corrective action where work fails to meet the 
requirements and specified quality standards. 

 

6 Inform decision-
makers about 
significant 
variations of 
quality 
standards and 
recommend 
solutions they 
need to make 
and actions 
they need to 
take. 

6.1 Communicate with decision makers about identified significant variations of 
quality standards on given work activities. 

 

6.2 Suggest actions and solutions to decision-makers that take into account the 
following: 
-   quality standards 
-   effects of quality on the programme 
-   effects of quality on safety 
-   effects of quality on finished product. 

 

6.3 Explain methods and techniques that can be used to inform decision-makers 
about significant variations in quality standards that may affect programme, safety 
implications and the finish to the product. 

 

6.4 Explain how solutions, which decision-makers need to make about significant 
variations in quality standards and advice on the actions they need to take, can be 
recommended. 

 

6.5 Explain ways of recommending improvements to decision-makers, and why 
recommendations should be made. 

 

 

7 Identify conflicts 
between quality 
standards and 
refer them to 
decision-
makers for 
resolution. 

7.1 Establish conflicts between given quality standards and ongoing work activities. 

 

 

 

7.2 Communicate sufficient information about quality standard conflicts to decision 
makers. 

 

 

7.3 Explain how conflicts between quality standards can be identified. 

 

 

7.4 Describe how conflicting quality standards can be referred to decision-makers for 
resolution. 

 

 

8 Identify 
improvements 
from feedback 
received and 
recommend 
them to 
decision-

8.1 Analyse work activities from received feedback against project requirements and 
establish where improvements to quality standards can be made. 

 

8.2 Communicate suggested improvements to quality standards to decision makers.  

8.3 Explain how improvements in quality standards from feedback can be identified.  
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Unit Ref QCF735 

Title Controlling Project Progress against Agreed Quality Standards in the Workplace 

Level The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm competence in 
controlling project progress against agreed quality standards in the workplace 

Learning 
outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

makers. 8.4 Describe ways that recommended improvements can be made to decision-
makers. 

 

9 Agree 
amendments to 
the project 
quality 
standards and 
record them 
accurately. 

9.1 Establish and gain approval on changes that can be made to project quality 
standards with decision makers. 

 

9.2 Document in sufficient detail and accuracy in the correct format, approved 
changes made on project quality standards. 

 

9.3 Explain how agreed amendments to the project quality standards with decision-
makers can be made. 

 

9.4 Explain methods that allows for the recording of amendments to project quality 
standards. 

 

  

 
 
 
1.1) To identify quality standards for this project I have reviewed information from a wide 
range of sources such as statutory requirements, building regulations, project specification 
from the designer, company standards and best practice guidelines. 
1.2) I examine collected information and I will liaise with the senior engineer to determine 
which quality standards are essential for the project building regulations for example 
whereas guidelines may not need to be followed if it is not beneficial to the project. 
1.3) I provide information on quality standards to the workforce prior to work commencing, 
the senior engineer will pass the information on to the client, client’s reps and designers. 
1.4) Quality standards for given projects are kept in a specification file which is a hard copy 
available for all to view, a word document is available for sending as email if needed. There 
is a pre start meeting on site which also lays out the required quality standard. 
1.5) If I have a technical query on quality standards or the information is not clear I speak to 
the senior engineer or the onsite designer. 
1.6) Quality standards can be passed on in a number of ways including pre start 
meetings/contract, email, TBT’s and even RAMS. 
2.1) I and the engineers check quality standards for our own areas. 
2.2) Responsibilities can be specified by giving the individual a personal plan of their 
jurisdiction before work commences so they can maintain quality standards from the start. 
Having somebody, preferably the senior site agent to check on progress. The individual 
responsible for maintaining quality standards is handpicked for their knowledge, experience 
and competency. 
2.3) The reasons why responsibilities which individuals have for maintaining quality 
standards are to ensure that somebody is on the ball from the start of the works and that 
there is a continuation of quality checks right through the works. There will always be 
someone on hand to answer technical queries should they arise. 
2.4) The method for site quality plans to be produced  is to review all available information 
from a wide range of sources, such as; statutory requirements, building regulations, project 
specification from the designer, European and British standards, codes of practice and 
company standards. 
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3.1) Typical work inspection checklists will detail the visual inspection of works, comparison 
with inspection and test plans and other standard documentation, checking material 
manufacturers documentation against delivery notes, frequency and rates of sampling, 
required response to third parties, mentions in site meetings. I occasionally carry out ITP’s 
although the engineers carry out the majority. 
3.2) A work inspection checklist can be produced which can be used for inspecting and 
controlling the quality of work and recording the outcomes. 
3.3) same as 3.1 
3.4) Systems for inspecting and controlling the quality of work needs to be set up is to 
ensure that all project and operational data is being worked to and methods and materials 
are being used, and to ensure that someone is made responsible to stay with the works from 
start to finish. The NCR’s are set up to highlight any quality concerns and put corrective 
measures in place and set a date for remedial or improvements, the NCR will stay on record 
until the works have been carried out and signed off by a member of _______, and this 
ensures that the works are done. 
4.1) I inspect works myself on occasion but generally I will ask the engineer to inspect the 
works if not already done so, especially if I have any concerns with quality. 
4.2) I record findings of inspections on the ITP which includes acceptance and rejection 
criteria and will need to be signed off before acceptance. 
4.3) I regularly check works as they are ongoing at the workface by checking against all 
available project data, and I report my findings ASAP to those responsible, i.e. the snr 
engineer, I then make arrangements to rectify the quality issue. 
5.1) I regularly check quality of works which are ongoing and finished works, I then report to 
the senior engineer and draw up an NCR which gets filed and issued to those responsible 
for the quality of the works completed. 
5.2) I draw up NCR’s I brief out to those responsible to ensure the works are done to the 
correct standard, the NCR will include details of plans and corrective actions. 
5.3) as 5.1and 5.2 
5.4) I email the NCR to contractors and sub contractors detailing the issues and corrective 
actions required, I will speak those responsible verbally also and assess the remedial works 
as they are carried out again. A meeting may be held where the quality issue is a major 
concern which may delay programme substantially or increase costs largely. 
6.1) I spoke with the senior engineer regarding the push walls in the BUILDING after the 
quality was not up to standard on the finished face, the quality was 90% adequate but then 
there were area which weren’t quite up to standard, an NCR was issued and the works were 
altered. 
6.2) My section of this project is mainly the building and within this building there are 
numerous trades and activities, the building frame is existing and various other bits also 
which makes it very difficult to keep up to date with quality standards to tie in with the old 
building. I have taken action when the concrete finishing on the push walls was not up to 
standard and ensured that actions to repair the concrete were carried out within agreed 
timescales so that programme wasn’t affected, I have also spoken with the engineer on 
several occasions regarding steps which the concrete finishers left in slabs which created 
trip hazards, an NCR was raised for this and the solution was to break out a small section 
and slope down. 
6.3) These may consist of non conformance reports and early warning notices which are 
completed by the engineer and myself which are used in the management process. 
6.4) I recommend solutions to decision makers by speaking to them at the earliest 
opportunity and using my own personal knowledge, project guidelines, specification and 
statutory requirements, It’s generally an informal meeting which is logged in my diary. 
6.5) Recommendations are usually made in our weekly progress meeting where all trades 
attend and issues regarding quality and improvements are made, recommendations should 
be made in this way because everybody has different opinions regarding quality. 
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7.1) I have established conflicts early on in this project regarding the slab in the BUILDING, 
from the very first pour I noticed delaminating on the surface of the slab and I made 
recommendations to the senior engineer because there was another 1800 m3 to go in and 
this would happen right through. 
7.2) When the concrete slab was delaminated I had in my diary exact pour times, thickness 
of slab, temperature at time of pour, power floating times, and passed this information on 
when I established the conflict. 
7.3) Inspection test plans and work check sheets 
7.4) An NCR raised when quality standards are not met which is highlighted to the senior 
engineer and passed on to the relevant person, if a NC has the potential to affect cost or 
programme an early warning will be issued. 
8.1) I chair a weekly BBS meeting each Monday with the workforce and quality is one of the 
issues raised and I gain feedback from the team which I can act upon, for example 
manholes around the project were not to the required standard and the benching was no 
good, so I placed a small team on manholes to ensure that they were done to the correct 
standard and from now on I ensure they are done by the same team. 
8.2) Once improvements are suggested to me, if I cannot make the decisions myself I speak 
to my works manager or the senior engineer, for example I was given the suggestion from a 
member of my team to change the concrete mix as it was freezing outside and the mix was 
very slow to get the reaction, so I spoke to the senior engineer who changed the mix. 
8.3) I always take feedback from my meetings very seriously, and I will speak to the decision 
makers at the earliest opportunity preferably during meetings so that everyone has a chance 
for their input. 
8.4) Ways that recommended improvements can be made to decision makers are during 
meetings, email or verbally (making a note in diary) 
9.1) I speak to the design manager ____  _____ who will go through the design approval 
process regarding design. 
9.2) I change RAMS accordingly when quality standards are approved and inspection test 
plans are implemented. 
9.3) I keep all emails from the engineers or designer regarding any quality amendments for 
example when we were doing the slab in the tipping hall I asked whether it was a power float 
finish or would a steel float finish do and the email came back that although not in the spec a 
steel float finish would do. 
9.4) I amend all RAMS to suit when any amendments to quality standards, and keep all 
diaries and emails. 
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Unit Ref QCF736  

Title Establishing Project Dimensional Control Criteria in the Workplace  

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to 
confirm competence in establishing project dimensional control criteria in the workplace 

 

Learning outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

1 Obtain 
relevant 
survey 
information, 
check that it is 
up to date and 
accurate, and 
resolve any 
problems. 

1.1 Collect, collate and analyse latest survey information for given projects.  

1.2 Identify and resolve at least two of the following problems when analysing survey 
information: 
-   unclear information 
-   missing information 
-   inconsistencies between documents 
-   errors. 

 

1.3 Explain ways that relevant survey information can be obtained.  

1.4 Explain how survey information can be checked to ensure it is up to date and 
accurate. 

 

1.5 Explain how problems with survey information can be resolved and why 
problems need to be resolved. 

 

2 Correlate and 
interpret 
information on 
project work 
which is 
relevant to 
dimensional 
control. 

2.1 Interpret appropriate dimensional control information and calculations for given 
projects. 

 

2.2 Correlate dimensional control information and calculations against relevant 
project work. 

 

2.3 Describe factors which determine dimensional control information.  

2.4 Explain how information on project work can be correlated with dimensional 
control information. 

 

2.5 Explain methods that can interpret information on project work which is relevant 
to dimensional control information. 

 

2.6 Give reasons why information on project work, which is relevant to dimensional 
control information, needs to be correlated and interpreted. 

 

3 Ensure that 
variations are 
identified 
between the 
specified and 
the actual site 
dimensions, 
record them 
accurately and 
circulate them 
to decision-
makers. 

3.1 Establish variations between actual and specified site dimensions on given 
projects. 

 

3.2 Document identified variations of actual and specified site dimensions following 
organisational procedures. 

 

3.3 Distribute identified variations of actual and specified site dimensions to relevant 
decision makers. 
 

 

3.4 Describe possible causes of variations between specified and actual site 
dimensions. 

 

3.5 Explain how variations between the specified and the actual site dimensions can 
be identified. 
 

 

3.6 Explain ways of recording variations between the specified and the actual site 
dimensions. 

 

4 Ensure that 
reference 
points are 
suitably 
placed, 
accurate, 
clearly 
identified and 
protected from 
movement or 
removal. 

4.1 Place reference points on given projects according to project and organisational 
requirements, and ensure dimensional accuracy against set reference points. 

 

4.2 Ensure that placed reference points are identifiable as to purpose, and 
implement protection systems that eliminates movement, damage and/or 
removal. 

 

4.3 List and describe typical types of set reference points. 
 

 

4.4 Explain how to accurately set and clearly identify reference points from set 
reference points. 
 

 

4.5 Explain methods that can protect reference points from movement and removal. 
 
 

 

5 Ensure a 
dimensional 
control 

5.1 Implement a relevant monitoring system that ensures dimensional control 
accuracy for given projects. 

 

5.2 Describe the elements of monitoring systems  
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Unit Ref QCF736  

Title Establishing Project Dimensional Control Criteria in the Workplace  

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to 
confirm competence in establishing project dimensional control criteria in the workplace 

 

Learning outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

monitoring 
system, which 
will make sure 
the specified 
accuracy 
criteria will be 
met, is 
established. 

5.3 Explain how monitoring systems can be developed.  

5.4 Give reasons why monitoring systems should be developed.  

6 Ensure that 
measuring and 
recording 
equipment is 
maintained to 
meet the 
specified 
accuracy 
criteria. 

6.1 Establish the checks that are required to maintain and use measuring and 
recording equipment. 

 

6.2 Ensure that maintenance and user checks are carried on relevant measuring and 
recording equipment in accordance with relevant requirements. 

 

6.3 Explain how typical measuring and recording equipment used to establish 
dimensional control is used maintained. 

 

6.4 Give reasons why specific measuring and recording equipment should be 
selected for given projects. 

 

7 Record any 
dimensional 
control 
information 
which may be 
of later use, 
and store it 
securely. 

7.1 Identify and note the following when establishing and checking dimensional 
control information: 
-   dimensions 
-   locations 
-   levels 
-   deviations. 

 

7.2 Appropriately identify and securely store dimensional control information 
following organisational procedures where information can be retrieved for future 
use. 

 

7.3 Explain the methods and procedures that can be used to record and store 
dimensional control information which may be of later use. 

 

 
 
 

 
1.1) I ensure that I communicate on a regular basis with the site engineers and workforce to 
ensure that all plans, drawings and programme are adequate for construction, I do this well 
in advance if possible in case there are any issues. 
1.2) I submit technical queries to the senior engineer who intern submits these to the client, 
a request for information or inconsistencies between documents I go direct to our design 
manager for assistance. 
1.3) I can obtain relevant survey information from utility companies, designers and 
contractors. 
1.4) I ensure that the engineers carry out site checks to validate the information. 
1.5)I solve problems with survey information by obtaining clarification and advice from the 
senior engineer or I speak to the design manager to resolve quickly minor issues whilst 
major issues may delay programme and design clashes. 
2.1) I carry out site dimensional checks as work progresses this information is usually taken 
from drawings. 
2.2) The engineer will carry out dimensional checks i.e. distances and position taken from 
primary setting out points. 
2.3) Levels and coordinates are generally provided for setting out positions. 
2.4) I asses all dimensional control information with the site engineers and my works 
manager before drawing up or amending the program and writing a RAMS. 
2.5) To interpret information on project works which is relevant to dimensional control 
information I liaise with the site engineers and other key members of the team to get their 
input to come up with the best possible interpretation. 
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2.6) Information needs to be correlated and interpreted to ensure that the works are being 
carried out to the up to date most recent way and everyone on site who needs the 
information receives it, if not then delays could ultimately affect the programme. 
3.1) I will ask the engineer to check dimensions on the drawings and correlate with what is 
on site. 
3.2) I request information with the designer for clarification, this will enable him to make 
changes to the design or just change any numerical mistakes, generally on this project I 
request information from the senior engineer who then speaks to the designer. 
3.3) I mark up construction drawings with the RFI number ensuring that it is noticeable (red 
ink) 
3.4) Using existing construction drawings without actually visiting site or previous works have 
been altered to suit site requirements which will be tied into. 
3.5) variations between specified and actual site dimensions can be recorded by carrying out 
topographical surveys, comparing between design information on drawings and actual 
existing site survey information. 
3.6) Technical queries, as builts and requests for information. 
4.1) I ask the engineers to set out primary points and coordinate them relative to the 
ordnance grid system before any works are carried out whatsoever even site set up. 
4.2) where possible reference points will be located on existing permanent structures, where 
this is not possible I will ensure that points are fenced off in suitable locations which will not 
be disturbed and concrete them in. 
4.3) Fixed datum point off a permanent building, pins with tape on for levels, travellers with 
boards for grading roads etc and Hilti nail in ground, used for setting out steelwork or 
shutters etc. 
4.4) This is usually carried out by the engineer or land surveyor depending on the type of 
job. 
4.5) To protect reference points I will surround with concrete where possible and fence off 
ensuring the area is highlighted and ensure they are on immovable objects. 
5.1) The engineers carry this out on a weekly basis and records are kept I chase up to 
ensure these are completed. 
5.2) Primary control points – surveyed both position and level every week by the engineer 
and records are kept. 
5.3) Monitoring systems can be developed by assigning an engineer to recognised reference 
points which are critical to the works accuracy and ensuring records are kept. 
5.4) For accuracy and to ensure that the project is built as per the design. 
6.1) Engineering checks itemised in _______s and CIRIA guidelines are carried out by the 
engineers under my control.  
6.2) The engineers on my section are very good and they carry out all engineering checks 
itemised in line with _______ and standard industry practices (CIRIA) – levels weekly / 
theodolites monthly. 
6.3) 2 peg tests and rotation checks on theodolites and ensure that they are stored in a dry 
clean environment 
6.4) Accuracy, topography, layout and size of site 
7.1) Any information which I have regarding dimensional control information including 
dimensions, locations and levels are kept by me in a separate section of my diary folder 
which I use as and when required. This information is initially given to be by the engineer at 
my request. 
7.2) Dimensional information is stored in the Operation and Maintenance manual and as 
built documents, although I don’t store these myself I do have an input to what is inserted. 
7.3) All the files and data from the works can be used to record dimensional control 
information which allows the document controller to store it.  
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Unit Ref QCF737 

Title Controlling Project Progress against Agreed Programmes in the Workplace 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm competence in controlling 
project progress against agreed programmes in the workplace 

Learning 
outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

1 Develop and 
implement 
systems to 
monitor and 
record the 
progress of the 
project against 
the agreed 
programme(s). 

 
 

 

1.1 Plan a system that meets organisational requirements that will monitor and record 
work progress for given projects. 

 

 

1.2 Investigate and monitor the progress of given projects against agreed programmes 
using at least four of the following systems: 
-   visual inspection(s) 
-   resource records 
-   site inspection reports 
-   contractor's report 
-   certified payments 
-   site meetings 
-   organisational procedures 
-   management reports 
-      benchmarks 
-   comparison with project requirements. 

 

1.3 Document findings of monitoring systems on given projects using written, graphical 
and electronic formats. 

 

 

1.4 Explain how systems for monitoring and recording the progress of projects against 
agreed programmes can be developed. 

 

 

1.5 Give reasons why systems, that monitor and record project progress project against 
agreed programmes, should be developed. 

 

 

2 Collect 
progress 
information 
regularly and 
summarise it for 
relevant people. 

2.1 Gather and accumulate information on work progress of given projects on a 
planned frequent basis. 

 

 

2.2 Present a summary of findings on work progress in suitable formats to relevant 
people. 

 

2.3 Explain ways that information on work progress can regularly be collected. 

 

 

2.4 Explain ways of accurately summarising progress information to relevant people. 

 

 

2.5 Outline who would need to be informed about work progress on given projects. 

 

 

3 Identify 
inadequate or 
inappropriate 
resources, 
inform relevant 

3.1 Examine work activities on given projects in order to identify inadequate or 
inappropriate resources. 

 

3.2 Inform relevant people in sufficient detail using appropriate formats where 
inadequate or inappropriate resources have been identified. 
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Unit Ref QCF737 

Title Controlling Project Progress against Agreed Programmes in the Workplace 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm competence in controlling 
project progress against agreed programmes in the workplace 

Learning 
outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

people, and 
specify and 
obtain 
alternative 
resources. 

 

3.3 Source and obtain alternative resources that meet project requirements. 

 

 

3.4 Explain ways that inadequate and inappropriate resources can be identified.  

3.5 Explain different methods that can inform relevant people about inadequate and 
inappropriate resources. 

 

 

3.6 Explain different methods of specifying and obtaining alternative resources. 

 

 

4 Identify and 
quantify any 
deviations from 
planned 
progress which 
have occurred, 
or which may 
occur, that 
could disrupt 
the programme. 

4.1 Inspect work activities against planned progress to identify deviations that have 
occurred or which may occur. 

 

 

4.2 Analyse work activity inspection results and quantify current, or predicted, 
deviations that could disrupt the agreed programme. 

 

 

4.3 List and describe factors that can create deviations in planned progress on typical 
projects. 

 

 

 

4.4 Explain how deviations from planned progress, which has occurred and which may 
occur, can be identified. 

 

 

4.5 Explain how deviations from the planned progress, which may disrupt the 
programme, can be identified. 

 

4.6 Explain ways that deviations from planned progress can be quantified. 

 

 

4.7 Give reasons why deviations from planned progress need to identified and 
quantified. 

 

5 Investigate the 
circumstances 
of any 
deviations 
thoroughly and 
agree and 
implement 
appropriate 
corrective 

5.1 Examine and analyse the circumstances of any identified deviations to planned 
progress on given projects. 

 

5.2 Conclude, gain approval and implement corrective actions where deviations to 
planned progress have been identified. 

 

5.3 Explain how circumstances of deviations from planned progress can be 
investigated. 
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Unit Ref QCF737 

Title Controlling Project Progress against Agreed Programmes in the Workplace 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm competence in controlling 
project progress against agreed programmes in the workplace 

Learning 
outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

action. 5.4 Explains ways that corrective action for deviations from planned progress with 
relevant people can be agreed. 

 

5.5 Explain how agreed corrective action for deviations from planned progress can be 
implemented. 

 

5.6 Give reasons why corrective actions must be agreed.  

6 Recommend 
options to 
relevant people 
that aim to 
maintain or 
improve cost 
and progress. 

6.1 Identify and analyse project progress against planned progress for given projects.  

6.2 Suggest a range of alternatives that will maintain and improve project progress, to 
relevant people using appropriate formats. 

 

 

6.3 Explains methods that allow recommend options that will help the project progress. 

 

 

6.4 Explain why recommendations, that will minimise increases in cost and time and 
help the project progress, need to be made. 

 

 

7 Inform relevant 
people about 
changes to the 
operational 
programme, 
resource needs 
and suggest the 
decisions and 
actions that 
need to be 
taken to 
maintain 
progress. 

7.1 Identify changes that need to be made to the operational programme following 
investigations of work activities and resource use on given projects. 

 

7.2 Analyse and determine actions that need to be taken to maintain progress. 

 

 

7.3 Provide options to relevant people that allow project progress to be maintained. 

 

 

7.4 Explain methods that can regularly informed relevant people about changes to 
operational programmes and demands on resources. 

 

 

7.5 Explains ways and techniques of suggesting decisions and actions that need to be 
taken to maintain progress. 

 

8 Identify 
improvements 
to progress 
from feedback 
received and 
recommend 
them to 
relevant people. 

8.1 Seek, collect and collate information on work progress on given projects.  

8.2 Analyse collated information to identify improvements that can be made to the work 
progress on given projects. 

 

8.3 Provide suggestions to relevant people that allow improvements to work progress.  

8.4 Explain how improvements to progress can be identified from feedback received.  

8.5 Explain ways of recommending improvements in progress to relevant people.  

8.6 Give reasons why recommended improvements in progress to relevant people need 
to be made. 
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1.1) I have implemented a system for snagging works which I believe will be picked up by 
the IC before he arrives on site, I take pictures of the area and reference that to a list drawn 
up on excel which I tick off and date as and when complete. 
1.2) I regularly monitor the works as they are ongoing to ensure they are being done to the 
correct standard among other things, this allows me to make changes as required to ensure 
work meets programme. 
I close out site inspections and ensure items are completed in the allowed timescale, I chase 
sub contractors and ensure what has said will be done is done. 
I attend the weekly site meeting where programme is raised as a point each week, this 
allows me to keep up to speed with the progress of the whole site. 
Before works start on site a meeting is held and the major benchmarks are discussed, this 
gives me an ultimate end date of each individual task. 
1.3) I record all progress of the works in my site diary. 
I work with the engineer to develop a programme taking into consideration the progress of 
the previous weeks.  
1.4) A site programme is developed for all trades to use, which allows for monitoring 
programmes and gives a focal point for meetings to discuss progress. 
1.5) Monitoring systems are developed to ensure that works are being carried out as agreed 
and to highlight early any problems which may arise, if monitoring systems are not 
maintained then a problem may arise but be detected too late to put corrective measures in 
place. 
2.1) I attend the weekly site meeting where progress is discussed. 
2.2) I keep a daily site diary which the QS department frequently use to gather “evidence”. I 
ensure that there is a works programme in place to keep everyone informed. 
2.3) I collect most of my information on work progress at the workface, this method of 
gaining information can be invaluable, and it allows me to speak to relevant people almost 
immediately should there be any problems or issues. 
2.4) I have a daily, if not more frequent informal meeting with my line manager where I brief 
him on the progress for the day(s). He will give me recommendations for future works. 
2.5) I inform everyone on site of progress, whether it be in the start of shift briefings, weekly 
meetings, on site talks, or via the programme, I believe a healthy workforce is a well 
informed workforce. 
3.1) When I “visit” the workface, I stand back and watch the works as they are in progress; 
this allows me to identify any problems or issues with resources. 
I hold a daily start of shift briefing with the workforce and ask them where they feel work 
could be done better, as they are the ones actually doing the work. 
3.2) I inform my line manager as soon as possible if I find any issues with resources to gain 
his advice or clarification before I rectify the issues. 
3.3) Once I have spoken with my line manager, I will change or add resources, for example I 
recently swapped a 5 T excavator for a 2T excavator because I realised for an upcoming job 
the machine was too big. 
3.4) same as 2.3 . 3.1 
3.5) When I find inadequate resources for a sub contractor I send an email to the manager 
detailing my thoughts why I feel they are inadequate/inappropriate and my 
recommendations, a lot of the time this will be for safety reasons regarding a certain type of 
plant being or not being used but is also frequently for programme reasons. 
3.6) if I need specific resources I will ask a rep to come to site and gain their advice, for a 
large drainage job for example using large shoring, before contacting the buying department 
via email with my order. 
4.1) same as 2.3 . 3.1 
4.2) The weekly coordination meeting is the where deviations are a focal point and 
resources can be programmed in and corrective actions are put in place to limit disruption to 
the original programme. 
4.3) A lot of deviations on this project have been due to discovering things which were not on 
the original programme, for example when we were doing the deep drainage we came 
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across an existing drain which was in a terrible state and had to be repaired, actions were 
put in place and the original programme was maintained. 
4.4) majority of times, deviations are identified once the works are already underway and 
can be identified at the workface and by regularly speaking with members of staff and the 
workforce, and keeping everybody informed. 
4.5) same as 2.3 . 3.1 
4.6) I collate the relevant information and present this to the QS department who will give the 
go ahead for the works once agreed with the client. 
4.7) Deviations need to identified and quantified to ensure the client is happy for the works to 
go ahead and to ensure we get the money for the works, otherwise it will be done as a 
Freemans. 
5.1) When I identify any variation I will speak to my works manager and the senior engineer, 
we identify changes which are likely to result in disruption to the project programme and 
ensure these variations are quantified against planned progress which has occurred or may 
occur by using bar charts, critical activities, action lists and method statements. 
5.2) same as 5.1 
5.3) same as 5.1 
5.4) When I attend the weekly coordination meetings I discuss with all trades on site their 
operating procedures, I am able to receive feedback which identifies opportunities for time 
saving through resource management , using just in time logistics, to apply new technology 
or seek alternative sources and types of materials and use plant and labour which meet 
project requirements, all variations are checked for in the specification before 
recommending, agreeing and implementing improvements to my line manager. 
5.5) same as 5.1, 5.2, 5.3, 5.4, 
5.6) corrective actions must be agreed prior to works commencing to ensure all works meet 
project requirements and all trades have agreed to the works, this will avoid the works 
needing to be done again. 
6.1) I analyse project progress by comparing works carried out on site against the agreed 
programme and by calculating the time needed to complete future works against the 
programme, I discuss my findings with my line manager and a conclusion is made and the 
programme amended if necessary or resources changed/moved. 
6.2) I regularly suggest alternatives that will maintain and improve project progress to my line 
manager during informal meetings on a day to day basis, if needed I collate any information 
gathered and present this in a clear concise manner. 
6.3) same as 6.2 
6.4) I make recommendations to ensure that all people who have an interest are aware of 
any time or cost saving opportunities from which they can make arrangements that will 
benefit the project and ensure works are done to the programme. People may not be aware 
of these opportunities until I speak to them. 
7.1) I identify changes that need to be made to the operational programme on a daily basis 
by identifying change in circumstances whether it be for other trades affecting our works or 
limited resources available, I use all data which I have available along with my on the job 
knowledge to determine what actions need to be raised before speaking with my line 
manager, a suitable action will be raised. 
7.2) as 7.1 
7.3) I liaise with members of the site team as well as other trades on site and weigh up all 
the alternatives for corrective action to allow progress to be maintained before showing my 
findings to my line manager and senior engineer, between us a method will be written and a 
new programme drawn up if necessary and distributed to all the relevant people on site. 
7.4) during coordination meetings and progress meetings I regularly inform the relevant 
people regarding delays in programme and areas where I feel there will be high demands on 
resources. 
7.5) I suggest decisions and actions that need to be taken to maintain progress in a number 
of ways, Start of Shift briefings, co ordination meetings, progress meetings, informal 
meetings with my line manager, snr engineer and other relevant trades. 
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8.1) I gain information on work progress from speaking with supervisors on site and with all 
trades on site, I ensure that work progress is documented in my site diary and the 
programme is updated to suit if needed. 
8.2) I use my site diary to compare the site programme to completed works and ensure the 
works are as scheduled, if they are not this allows me to further investigate any 
improvements which may be needed. 
8.3) I provide suggestions to the relevant people at the very earliest opportunity to allow for 
corrective action as soon as possible. 
8.4) When I chair the start of shift briefing each morning, I gain feedback from the workforce 
I find this information to be invaluable and any feedback received regarding progress is 
followed up as soon as possible. 
8.5) same as 7.5 
8.6) I ensure I recommend improvements to progress to relevant people at the earliest 
opportunity to avoid disruption to the programme, should I not do this it may be too late and 
the programme may be affected which could result in the critical path affected.  
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Unit Ref QCF738 

Title Controlling Project Quantities and Costs in the Workplace 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm competence in 
controlling project quantities and costs in the workplace 

Learning 
outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

1 Implement 
appropriate 
quantities and 
cost control 
systems 
which are 
able to 
provide early 
warning of 
problems. 

1.1 Plan and implement at least one of the following appropriate quantities and cost 
control systems on given projects: 
-   contractual procedures and meetings 
-   operational procedures and meetings 
-   electronic records. 

 

1.2 List and describe the factors that determine quantities and cost data.  

1.3 Explain how appropriate project quantities and cost control systems, which will 
provide early warnings of problems, can be implemented. 

 

2 Ensure that 
quantity and 
cost data is 
regularly 
collected, 
record it and 
pass it on to 
the 
appropriate 
people 
responsible in 
time for them 
to be able to 
use it. 

2.1 Gather and collate information relating to quantities and costs on at least four of 
the following resources on a frequent basis: 
-   people 
-   plant, equipment or machinery 
-   materials and components 
-   sub-contractors 
-   information 
-   work area and facilities 
-   waste management 
-   utility providers 
-   records of valuations of work completed. 

 

 

2.2 Document the findings of quantities and costs using appropriate formats and pass 
appropriate responsible people following organisational timescales. 

 

 

2.3 Explain methods that allows for quantities and cost data to be collected and 
recorded for the project and the resources used. 

 

 

2.4 Explain how to ensure that data is passed on to the people responsible in time for 
them to use it. 

 

3 Ensure that 
work values, 
quantities and 
cost data are 
prepared. 

3.1 Implement and monitor systems that ensures that cost calculations for given 
projects are undertaken. 

 

 

3.2 Implement and monitor systems that ensures that work values and quantities for 
given projects are undertaken. 

 

 

3.3 Explain how to ensure that correct work values, quantities and cost data are 
prepared. 

 

 

4 Ensure that 
accurate 

4.1 Determine prepare and document the results of quantity and cost information for 
given projects 
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Unit Ref QCF738 

Title Controlling Project Quantities and Costs in the Workplace 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm competence in 
controlling project quantities and costs in the workplace 

Learning 
outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

quantities and 
cost data are 
prepared and 
presented in 
a format 
which will 
help the 
people 
responsible to 
make 
decisions. 

4.2 Present analysed results on quantities and cost data to people responsible using 
relevant formats. 

 

4.3 Explain methods that can ensure that accurate quantities and cost data is 
presented in a format which will help people responsible to make decisions. 

 

5 Ensure that 
variations and 
trends in 
quantities and 
cost data are 
identified, 
quantified and 
costed. 

5.1 Plant and implement monitoring systems that will identify variations and trends in 
costs and quantities for given projects. 

 

5.2 Quantify and identify costs created by identified variations or trends in cost data 
and quantities. 

 

 

5.3 Explain how to ensure that variations and trends in quantities and cost data are 
identified, quantified and costed. 

 

 

5.4 Give reasons why trends in cost and quantities and cost data need to be 
quantified. 

 

6 Ensure that 
any variations 
are 
investigated 
and agree 
and 
implement 
appropriate 
corrective 
action with 
people 
responsible. 

6.1 Carry out investigations on identified variations in project quantities and costs and 
discuss with people responsible. 

 

6.2 Seek and gain approval in order to implement at least one of the following 
corrective actions: 
-   restore progress in accordance with agreed programme 
-   agree new completion dates 
-   initiate contract claim 
-   secure additional resources 
-   alter planned work. 

 

6.3 Explain how to ensure that variations in cost data are investigated and explain 
why variations in cost data need to be investigated. 

 

6.4 Explain methods and techniques of agreeing and implementing appropriate 
corrective actions with people responsible which will restore costs and 
expenditure to budget. 

 

6.5 Give reasons why appropriate corrective action with the people responsible, in 
order to restore costs and expenditure to budget, needs to be agreed and 
implemented. 

 

 

7 Identify 
opportunities 
for cost 
savings and 
recommend 
them to 

7.1 Implement systems and processes that can identify opportunities for cost savings 
on given projects on at least two of the following: 
-   waste reduction 
-   resource management and logistics 
-   applications of new technologies and materials 
-   energy and utility management 
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Unit Ref QCF738 

Title Controlling Project Quantities and Costs in the Workplace 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm competence in 
controlling project quantities and costs in the workplace 

Learning 
outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

people 
responsible. 

-   recyclable and recoverable materials 
-   alternative sources and types of materials 
-   variations in quality 
-   standardisation 
-   revenue generation. 

7.2 Suggest opportunities for cost savings using suitable formats to people 
responsible. 

 

7.3 Explain how opportunities for cost savings can be identified.  

7.4 Explain how systems and processes which will assist in the identification of 
opportunities for cost savings, can be developed and recommended to the people 
responsible. 

 

7.5 Give reasons why systems and processes, which identify opportunities for cost 
savings, need to be developed and recommended to people responsible. 

 

7.6 Describe methods that can recommend opportunities for cost savings to people 
responsible. 

 

  

 

 
1.1) I attend co ordination meetings where I will have my input and listen to other people’s 
concerns regarding quantities and cost, from this we can plan works ahead and carry out the 
works more efficiently. The minutes are distributed to all parties involved via email and hard 
copies kept. 
1.2) Scope of works from drawings and specification and budget are factors that determine 
quantities and cost data. 
1.3) The works are re measured before works start and the budget is not taken as gospel; 
not doing this could have a knock on effect to other works. 
2.1) I provide allocation sheets for plant and labour so that plant and labour can be costed, I 
keep a regular diary of sub contractors movements on site and I keep a record of all the 
skips which leave site and pass this info to the snr site agent. 
2.2) Before work starts I ring up plant hire companies to see what the lead time is for specific 
plant and ensure that I place the order with our buying department in good time. 
I constantly monitor works and record information in my diary like quantities and allocation 
which the site QS can use. 
2.3) The engineers produce a materials take off from the drawings which is processed and 
included in the information when programmes and schedules are drafted I do my own take 
off from this information to see what plant I will require. All the cost data is passed to the 
buying department and this is matched up with the order to produce a weekly cost which 
goes on the E1 system. 
2.4) I collect all delivery tickets and cost code them and ensure they are available for pick up 
each Friday. 
3.1) I ensure that the engineers produce a take off for materials prior to works starting. 
The engineer will also extract values from the budget and all the cost data goes into 
accounts. 
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3.2) I continually monitor works and keep a check on what has been agreed and that nothing 
has changed for example if the initial count was 100 kerbs and I think we will use less / more 
I speak to the senior engineer. 
3.3) Same as 3.1 & 3.2 
4.1) I record in my diary all plant, labour and materials information for each job and 
timescales, this information is written in a way that the QS department can understand 
easily, this information is regularly used. 
4.2) I do a comparison sheet written in a word document with information on different costs 
and pass this to my works manager for information. 
4.3) Comparison Sheets can be used to compare different cost for the same item once 
detective work has been carried out 
5.1) I ensure that the engineers do checks of drawings regularly and revised drawings 
checked for differences to the original. If for example 100 metres of duct are required but we 
need 120 on site then alarm bells will ring and I alert the engineer immediately, he may have 
set out wrong or the drawing could be wrong. 
5.2) I ensure that the engineers do materials measurement and compare against initial take 
off, this gives me the variation amount 
5.3) same as 5.1 & 5.2 
5.4) It could affect programme , profitability and it allows you to predict final forecast costs. 
6.1) When we did the concrete works in the tipping hall, we used 10% more concrete than 
was predicted so I immediately made investigations to ensure the works were done correctly 
– in the end the engineer had set out wrong, it didn’t affect programme. 
6.2) I often do inspections in my section of the works and any works which I see need to be 
changed I speak to the senior engineer and suggest a variation of works, which he will then 
give an instruction to the relevant contractor. 
6.3) I check plant is still required on site after certain works have finished and off hire if 
needed because this will create a variation in cost data. I ensure all materials are reused 
where possible, basically so we are not paying more than we need to. 
6.4) Often on this project I have got sub contractors to small variation works as a good will 
gesture, we have a good working relationship so this is not a problem. Programme durations 
can be altered and works methods can be changed to accommodate. 
6.5) basically so everyone involved is aware of what is happening and everyone has their 
chance for input. 
7.1) I implement a system where all the operatives attend a weekly BBS meeting where any 
cost saving ideas are passed around, particularly materials and these ideas can be 
implemented. 
Where possible I standardise materials used on site for example I have got 4 x 2 for the 
shutters around stations as this will be suitable for different sized stanchions and can easily 
be used elsewhere if needed. 
7.2) I have recently had an idea to reuse sub base as MOT which I passed onto my works 
manager. It is currently being tested to see if it is suitable. 
7.3) The weekly BBS gives the operatives who are actually doing the works the chance to 
give their ideas on cost saving and any methods they have used in the past. Ongoing works 
are constantly monitored by me and monitored for cost saving opportunities. 
7.4) Lessons learnt are placed on the company website. as in IBP requirements for all to see 
off other projects any opportunities for cost savings 
7.5) Next time similar works are carried out the works can be done cheaper as we have 
already gone through the learning process. 
7.6) I attend daily meetings and weekly meetings where I recommend any opportunities for 
cost savings. Also the company website. has information on cost saving opportunities. 
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Unit Ref QCF739 

Title Evaluating Feedback Information and Recommending Improvements in the Workplace 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm competence in 
evaluating feedback information and recommending improvements in the workplace 

Learning 
outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

1 Promote the 
value of making 
improvements 
from feedback 
and encourage 
the collection of 
feedback. 

1.1 Devise processes that will promote, to others, the value of making and 
collecting feedback that can allow improvements to work progress. 

 

1.2 Encourage the collection of work improvement feedback from others from at 
least six of the following information sources: 
-   approved suppliers 
-   approved sub-contractors 
-   contract documentation 
-   project documentation 
-   organisational documentation 
-   standard details 
-   specifications 
-   product information 
-   government and statutory publications 
-   research and advisory data 
-   periodicals and abstracts. 

 

1.3 Explain ways of promoting the value of making improvements from feedback 
received from information sources. 

 

1.4 Explain methods that can encourage the collection of feedback from 
information sources. 

 

1.5 Give reasons why the collection of feedback from information sources should 
be encouraged. 

 

2 Ensure 
feedback 
information 
from relevant 
methods or 
sources is 
obtained, 
investigated 
and assessed. 

2.1 Collect feedback information from at least three of the following methods or 
sources: 
-   project records and documentation 
-   site inspections 
-   scientific research and data 
-   studies of performance in use 
-   meetings 
-   questionnaires 
-   reports. 

 

2.2 Collate and evaluate feedback information using organisational or other 
methods to identify improvements to work progress. 

 

 

2.3 Explain ways that ensures that feedback from information sources is obtained 
using various methods and other sources. 

 

2.4 Explain methods that allows for the investigation and assessing of feedback 
from information sources using various methods and other sources. 

 

2.5 Give reasons why feedback from information sources needs to be 
investigated and assessed. 

 

 

3 Recommend 
improvements 
from feedback 
received and 
justify the 

3.1 Suggest improvements that can be made to work progress using evaluated 
feedback to relevant people. 

 

3.2 Justify to relevant people, for each suggested improvement, by providing 
reasons why improvements can be made. 
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Unit Ref QCF739 

Title Evaluating Feedback Information and Recommending Improvements in the Workplace 

Aim The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm competence in 
evaluating feedback information and recommending improvements in the workplace 

Learning 
outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

recommendatio
ns to relevant 
people. 

3.3 Explain ways that recommendations for improvements can be made from 
feedback received. 

 

3.4 Explain how recommendations for improvements from feedback can be 
justified to decision-makers. 

 

3.5 Give reasons why recommendations for improvements from feedback should 
be made and justified to decision-makers. 

 

4 Summarise 
changes and 
improvements 
from feedback 
which have 
been agreed 
and promote 
them for 
adoption and 
use. 

4.1 Summarise, using suitable formats, changes to work programmes which have 
resulted from sought feedback. 

 

4.2 Promote the adoption and use of improvements identified from feedback to 
those involved in maintaining progress of the work. 

 

4.3 Explain methods that can allow the summary of changes and improvements 
made from feedback received. 

 

4.4 Describe how the adoption of changes and improvements from feedback can 
be promoted. 

 

  

 
 
1.1) I chair the weekly BBS which encourages the workforce to give feedback and allow me 
to make improvements to work methods. 
1.2) During the BBS I encourage the workforce to discuss all aspects of the works, they will 
let me know if suppliers are letting us down, whether the engineers are giving correct detail 
in regards to setting out, whether they feel sub-contractors are letting us down. 
1.3) I involve the workforce in the production of RAMS and ask their opinion of how the 
works should be done, this way they feel they have played a part which will promote work 
efficiency. 
1.4) as 1.1and 1.2 
1.5) The reasons why the collection of feedback should be encouraged are to ensure the 
works are done in the safest way possible, to the correct standards and within budget. If 
feedback is not collected the works could be done to old, out of date methods. 
2.1) I collect information from the weekly BBS meeting and from the SAFETY committee 
meeting this allows information direct from the operatives who are actually doing the work. I 
close out SAFETY scored audits and carry out/close out weekly site inspections this allows 
me to be at the forefront of site activity required standards, and make the site safer. 
2.2) One of the most important forms of site feedback is the hazard recognition system 
which I am actively involved in, I collect the data each month and analyse it and send an 
email to all trades on site recommending improvements.  
2.3) I gather all information from the years of experience we have on site including site 
management and the workforce, I also gather information from suppliers when needed. 
2.4) Meetings play an important part in the receiving of feedback, whether it be SAFETY 
meeting, coordination meetings or the BBS. A lot of information can be gathered from 
individual sources in such a short length of time. I am involved in meeting where I gather 
information and act upon this if required. 
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2.5) Feedback is investigated and assessed to ensure that the works are being carried out 
correctly, a lot of information can be gathered which helps in the running of the works, I 
never ignore feedback information and treat it with the highest priority. 
3.1) I speak to my line manager for suggesting improvements from feedback gained. 
3.2) I put my case forward and ensure I have all the facts before I approach my works 
manager, this makes my case stronger when recommending improvements. 
3.3) I analyse all of the information received from feedback and ensure that I have all the 
facts, I put my case forward and ensure I have all the facts before I approach my works 
manager, this makes my case stronger when recommending improvements. 
3.4) I speak to my line manager and put my case forward with all the relevant information to 
hand for any recommended improvements.  
3.5) I recommend and justify improvements to my line manager to gain his feedback and 
knowledge to ensure we are going the best possible way forward, if I just went ahead with 
the improvements then I could get it wrong. 
4.1) I have implemented the use of a banks man with all MEWPS following a series of near 
misses and accidents on other sites, I tool box talked the entire workforce and ensured all 
RAMS were amended to suit.  
4.2 The tool box talk issued detailed the accidents and near misses to give everyone the 
reason why there were changes taking place and give them a positive view that it was for 
their benefit. 
4.3) All changes made are summarised in a tool box talk and RAMS are amended to give an 
in depth summary of changes made, and new methods of work. 
4.4) The adoption of changes can be made by speaking to the workforce on a personal level 
of how it could affect them, for example a tool box talk stating the implications should the 
changes not take place, safety issues everyone wants to go home at the end of the night 
and see their family. 
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Unit Ref QCF740 

Title Managing Personal Development in a Construction-related Workplace 

Aim 
The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm competence in 
managing personal development in a construction-related workplace 

Learning 
outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

1 

Define your 
personal aims 
and objectives 
for undertaking 
development. 

1.1 
Analyse, determine and record personal aims and objectives to meet work 
requirements. 

 

1.2 
Explain what are aims and objectives for undertaking development and how 
personal aims can be defined. 

 

1.3 Give reasons why aims and objectives should be defined.  

2 

Contact 
sources of 
support and 
guidance to 
identify 
recognised 
standards for 
you to manage 
your personal 
development. 

2.1 

Communicate with at least three of the following sources of support and guidance 
and the standards identified: 
-   national bodies 
-   industry bodies 
-   professional institutions 
-   further education organisations 
-   training providers 
-   in-house resources 
-   line manager 
-   colleagues 
-   trade periodicals and journals 
-   electronic sources. 

 

2.2 

Explain how to contact sources of support and guidance to identify recognised 
standards. 

 

 

2.3 
Give reasons why recognised standards for undertaking personal development 
should be identified. 

 

3 

Analyse the 
current level of 
your knowledge 
and 
performance 
and develop a 
profile of your 
development 
needs. 

3.1 
Examine the current level of their work performance and compare against 
selected and recognised standards. 

 

3.2 
Determine and profile their present competence and personal development 
needs. 

 

3.3 

Describe how to analyse current personal levels of knowledge and performance 
against selected and recognised standards. 

 

 

3.4 
Explain the factors that determine personal development needs 

 

 

3.5 
Explain ways that personal development needs can be profiled. 

 

 

3.6 
Give reasons why a profile of personal development needs should be developed. 

 

 

4 

Prepare a 
development 
plan for 
achieving 
identified 

4.1 
Develop a personal development plan based on identified development needs. 

 

 

4.2 Describe ways that personal development plans can be prepared.  
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Unit Ref QCF740 

Title Managing Personal Development in a Construction-related Workplace 

Aim 
The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm competence in 
managing personal development in a construction-related workplace 

Learning 
outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

development 
needs. 

 

4.3 
Explain why a personal development plan should be prepared. 

 

 

5 

Undertake 
development 
activities aimed 
at achieving 
identified 
development 
needs, 
reviewing and 
recording 
progress and 
the 
effectiveness of 
the activities. 

5.1 

Identify and engage in development activities suitable for meeting personal 
development needs. 

 

 

5.2 
Establish and/or use processes that can review development progress. 

 

 

5.3 
Record the effectiveness of development activities. 

 

 

5.4 

Explain ways that development activities to achieve personal development needs 
can be undertaken. 

 

 

5.5 

Explain the methods that can be used that reviews and records progress and 
evaluates effectiveness of activities. 

 

 

6 

Measure 
achievement of 
identified 
development 
needs and 
record evidence 
of knowledge 
and 
competence 
gained against 
recognised 
standards. 

6.1 

Evaluate achievements of identified development needs from profiled personal 
developments. 

 

 

6.2 

Compare and record achievements of knowledge and competence gained against 
recognised standards. 

 

 

6.3 

Explain how achievement of identified personal development needs can be 
measured. 

 

 

6.4 

Explain ways that evidence of personal knowledge and competence against 
identified national standards can be recorded. 

 

 

7 
Review the 
cycle of 
personal 
development 
aims and 
objectives to 
revise and 
update aims 
and objectives 
to suit changing 

7.1 Conduct regular reviews on personal aims and objectives.  

7.2 
Measure and update personal development plans that meet changing work 
circumstances. 

 

7.3 
Explain how the reviewing of the cycle of updating personal aims and objectives 
can be undertaken. 

 

7.4 
Explain methods that allows for the revision and updating of personal aims and 
objectives that suit changing circumstances. 
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Unit Ref QCF740 

Title Managing Personal Development in a Construction-related Workplace 

Aim 
The aim of this unit is to illustrate the skills, knowledge and understanding required to confirm competence in 
managing personal development in a construction-related workplace 

Learning 
outcomes 
The learner will be 
able to:  

Assessment criteria 
The learner can:  

Evidence 
Reference 

circumstances. 
7.5 

Give reasons why personal development plans should be reviewed, revised and 
updated. 

 

 
 

 

1.1) I have sat down with my line manager and done my personal review which I have 
recorded my personal objectives, which are my aims for the next twelve months which help 
my work requirements. 
1.2) I have set my aims and objectives to suit my current role and to help towards my career 
development, company requirements set which targets I have. 
1.3) Aims and objectives should be defined to help the company progress as a whole and be 
the best in the business. The company HR will help towards personal development if 
needed. 
2.1) I have recently enquired with a training provider which is highly recognised to start my 
NEBOSH construction certificate, I am currently waiting for a slot which suits me. 
I keep my CPCS and CSCS training up to date as this is the recognised card scheme for the 
MCG and this will help my development. My line manager has placed me on six training 
courses on this project alone after my review and through me speaking regarding my needs. 
I have a very good team on this project of whom I will not hesitate to seek advice and 
clarification when needed. 
2.2) The recognised standards for training needs are very easy to find working for a large 
company like _______, they are found in the procedures and guidance and on the company 
website., also I do a lot of inductions so it is something I need to be keen on. 
2.3) I always identify the recognised standards to ensure that I am always up to date and I 
always have the chance for promotion. And should I ever need to find work I will always be 
adaptable for a large organisation. 
3.1) During my Performance Review I set a number to where I think I am with certain 
aspects of my work and this gives me what I am excelling at and what I am failing at, this 
gives me something to work to and try to improve at. Included in this is company standards. 
3.2) as 3.1 
3.3) During my review my line manager will analyse my levels of knowledge and 
performance against recognised standards and help me prepare a development action plan 
3.4) The factors which determine personal development needs are my current development 
set against company objectives, national standards and job descriptions. 
3.5) My personal development needs are profiled on my performance review which clearly 
sets out my needs for this job and the next jobs to try and progress in my current role to suit 
myself and the company. 
3.6) A profile of my personal development needs is developed to give me a clear target  
to where I am heading and basically what I need to do to achieve targets set, this is clearly 
formatted for easy reference and to amend the following year. 
4.1) I have developed a personal development plan with my line manager. 
4.2) My personal development plan is prepared by me and my line manger together on a 
personal basis where we both agree with what I need to progress in and how this can be 
achieved. 
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4.3) A personal development plan should be prepared to give employees an idea of where 
they are heading within the company and they feel part of the team and not being left on the 
shelf so to speak. 
5.1) I have achieved all the targets set out in my PR. 
5.2) The processes for review development progress is set out in the procedures and 
guidance as once per year, and because I have only done my performance review six 
months ago I am not due to review it yet. 
5.3) The courses which my line manager has placed me on since my PR have been very 
helpful to fulfil my needs. The scaffolding inspection course was particularly helpful when we 
had a lot of scaffold erection taking place. 
5.4) Development activities are undertaken at the earliest opportunity to suit myself and the 
needs of the company, I always ensure that I do my very best while undertaking 
development activities which include my daily activities. 
5.5) The performance review records progress and evaluates the effectiveness of activities, 
My line manager will check my targets set from the previous year and evaluate my current 
competence in my role(s). 
6.1) I evaluate my achievements of identified development needs from profiled personal 
developments by assessing my current on the job skills and competence and knowing any 
current skills which I did not possess before or any competencies which I didn’t have before, 
for example I now I inspect scaffoldings on a regular basis which I couldn’t do before 
because I wasn’t competent to the current nation standard. 
6.2) as 6.1 
6.3) Achievement of identified personal development needs can be measured by examining 
current roles and competencies to previous ones. My line manager will speak to me on a 
regular basis regarding current development and continually guides me to be the best for the 
company. 
6.4) I keep a training file which is a detailed file containing all my current skills and 
competencies, I also have references from previous employers stating my previous roles 
and responsibilities. I also keep an up to date CV. My current roles and responsibilities and 
skills are detailed in the site CONSTRUCTION FILE which is accessible by the management 
team. 
7.1) I have a performance review with my line manager which gets reviewed further once a 
year. I am under constant review from my line manager who will not hesitate to provide 
guidance where needed. 
7.2) Performance reviews are based on the current job and what objectives you will need to 
meet for other upcoming jobs. I am constantly working to achieve my PDP and will suit 
current work circumstances, for example current legislation or company guidance. 
7.3) Personal aims and objectives are done formally on a yearly basis but can be changed at 
any time to suit current needs by speaking with my line manager. 
7.4) My line manager will measure my achievement of identified development needs and 
record evidence of competence gained against the identified standards of competence, job 
descriptions, professional institution requirements and industry standards during the 
following annual review. 
7.5) Personal development plans should be reviewed, revised and updated to suit current 
job requirements, industry standards and current role requirements, failure to review and 
update could mean that I am not achieving these standards but believe I am on target.  
 

 
NAMES AND NAMES OF COMPANIES HAVE BEEN REPLACED WITH ____________ TO 
PROTECT IDENTITIES 


