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Introduction
This lecturer’s guide is an accompaniment to the learner’s guide for the unit
CPCCCM1014A Conduct workplace communication, and will support you in the
delivery of that unit.
Areas of explanation in the unit include:
•

how to gather, convey and receive information

•

how to participate in routine communication in the workplace

•

recognising written and visual communication common to the building and
construction industry

•

participation in meetings.

Delivery and assessment overview
It is intended that this unit will be delivered face-to-face in a classroom environment,
utilising the content and activities provided in the learner’s guide. It is recommended
that you integrate workshop activities into your delivery to provide learners with
hands-on experience and the opportunity to develop and demonstrate their
competency in the required skills and knowledge for the unit. There will also be
hands-on learning opportunities provided within the work placement component of
the course, and we encourage you to leverage these as part of your delivery and
assessment strategy.
Two assessments are provided for this unit; however, please note that these are
suggested assessment activities only and you are welcome to replace them with
your preferred assessment tools. You will need to ensure that your assessment
methodology meets the requirements of the unit – specifically that it must include direct
observation of tasks in real or simulated work conditions.
To meet this requirement for this unit, we have created an ‘observation checklist’ for
Assessment 1. You can perform this assessment yourself in a workshop (simulated
workplace), on the job or during work placement. It may also be appropriate to ask
the work placement supervisor to provide third-party evidence by completing the
observation checklist.
Note: Because this unit is part of other building and construction qualifications,
these resources may be used outside of the Certificate II in Building and
Construction (Pathway – Trades) course.
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Qualification overview
This unit of competency, CPCCCM1014A Conduct workplace communication, forms
part of Certificate II in Building and Construction (Pathway – Trades), a pre-vocational
course for learners seeking to gain an apprenticeship in the building and construction
industry. The focus of this course is on developing relevant technical, vocational and
interpersonal competencies as well as skills, knowledge and experiences that may be
transferable to other industry areas. Learners will also gain employability skills relevant
to an entry level employee of the industry.
The first component of the course consists of seven core units of competency (common
to 11 construction trades) and a period of work placement. This component, which
would typically be delivered over a one-year period, is designed to provide learners
with a tradesperson’s introduction to the building and construction industry.
In the second component of the course, typically undertaken in the second year of
study, learners will choose from 10 trade-specific streams of units of competency that
enable them to focus their learning on a particular trade such as bricklaying, painting or
carpentry.
To progress further in the industry, beyond this introductory level, learners will then
need to gain an apprenticeship in their chosen trades area, or pursue further training
within the building and construction field.

6

BC2100

© WestOne Services 2014

Introduction

Unit overview
This unit describes the performance outcomes, skills and knowledge required to
conduct workplace communication.
No licensing, legislative, regulatory or certification requirements apply to this unit at the
time of endorsement.
The full unit of competency is provided for you at Annex A at the back of this guide.

Resources and preparation
To deliver this unit effectively you will need to familiarise yourself with the learner’s
guide. While there aren’t many physical resources required, you will need to take with
you to class some stories and ideas to prompt discussion.
Learners are required to provide:
•

an A4 notepad

•

pens, pencils, eraser.

Resources noted in the learner’s guide may also vary across regions, especially where
state/territory legislation is referred to. Please review within the context of your own
local requirements.
Any specific preparation is described in the ‘Delivery strategy’ section of this guide.
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The learner’s guide
Format and intent
In the learner’s guide, you’ll find a variety of material to help you deliver this unit. This
includes:
•

text, images and diagrams

•

activities including true/false, self-evaluation, working with a partner or in a group,
discussions, research and written activities, all related to the content most recently
covered.

All written activities are designed to be written directly into the learner’s guide. When
learners have finished the unit, their guide should be complete and able to be used
as a reliable reference in the future. For this to be the case, the activities need to be
checked and/or discussed so that learners have the opportunity to correct any incorrect
answers and finish off any incomplete activities.
The learner’s guide also contains the two assessments for this unit.
Note: The learner’s guide is not intended to be content-heavy, and it is not a
textbook. It is designed to complement your classroom delivery and provide
learners with a summary of the unit content.

Content
The content is divided into eight sections with several topics covered in each section.
Section 1 provides learners with an overview of communication in the construction
industry.
Section 2 introduces learners to the communication process and the main types of
communication.
Section 3 explores barriers to communication and methods of overcoming these
issues.
In Section 4, learners move into receiving information in the workplace and find out
about the skills required to process the information they have been given.
Section 5 looks at sharing information with others in the workplace and includes
written and verbal reporting.
Section 6 focuses on workplace documents and sources of information workers in the
construction industry may be required to access to perform their tasks safely and to
company requirements.

© WestOne Services 2014

BC2100

9

Conduct workplace communication
Lecturer’s guide

CPCCCM1014A

Section 7 gives learners an overview of the types of visual communication used in the
construction industry, including signs and hand signals.
Section 8 describes the processes of workplace meetings and the skills required to
participate constructively.

The terms ‘cccupational health and safety’ and ‘OHS’ are used in the unit of
competency but will be changed in the next update of the unit of competency to
Work Health and Safety (WHS).
The learner’s guide refers to WHS and you may have to explain this to your
learners.
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Delivery strategy
Helping learners learn to communicate effectively is not easy. There’s no
one‑size‑fits‑all approach as so much to do with communication is personal and
varies widely between individuals. For example, your learners will all have different
skills, family, cultural backgrounds and work experience which influence how they
communicate. To deliver this unit successfully, you will need to spend time getting to
know your learners and then tailor your delivery to best suit the group.
Some activities require learners to work in pairs or groups. You may need to put
learners into these pairs or groups yourself to improve participation and outcomes,
rather than leaving learners to decide who they wish to work with.
Some topics require discussion that might move into sensitive or contentious areas;
you will need to be prepared for this.
If you have not done so already, get a copy of the learner’s guide and familiarise
yourself with it.
The following table provides some ideas that may be useful to you in preparing for, or
facilitating, specific activities in the learner’s guide.
Activity

Suggestion

Activity 1.1

This activity is a preliminary discussion to get learners
thinking about communication specific to the workplace.
They are likely to have little or no experience and may need
some help to get started in this activity. It may also be an
opportunity to begin introducing new terminology.

Communicating on a
construction site

Activity 1.3
Mobile phones
Activity 2.2
Types of communication
I use
and

You may want to introduce some other situations where
mobile phones are discouraged or banned, such as when
driving a car, on aeroplanes, or in some classrooms.
If you think that learners will be reluctant to identify things
they ‘could be better at’, volunteer an example where you
‘could be better at’ yourself to start them off. Tell them what
you do to try to improve, to introduce the concept of actively
improving communication skills.

Activity 4.2
Good listening
Activity 3.1
Words as a barrier

Activity 4.9
Sequencing a process

© WestOne Services 2014

The questions in this activity give learners an opportunity to
discuss jargon, slang and colloquialisms. Examples such as
‘flat out like a lizard drinking’ or some trade technical terms
may be given as examples.
Have a few example topics in mind for those learners who
might struggle to think of something for themselves.
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Activity 5.1
Giving instructions
Activity 5.3
Feedback
Activity 5.4
Verbal reports
Activity 5.8
Filling in forms

Activity 6.1
Safety data sheets

Activity 7.2
Communicating visually
Activity 7.3
Hand signals
Activity 8.5
Taking notes

CPCCCM1014A

Set a time limit if necessary to keep learners focused on the
skills discussed in this section.
If required, this activity provides an opportunity to discuss
how to receive feedback positively, and to clarify the
difference between feedback and criticism.
As an alternative to this activity, ask learners to give the
improved version of the report verbally to a partner or group.
You will need to provide a workplace form for each learner
to fill in. If possible, choose a form that is relevant to the
construction industry. Job safety analysis forms can be
downloaded from the WorkSafe website.
Learners will need access to internet-enabled computers
for this activity. Allow enough time for them to locate the
information they need. Alternately, provide a them with
examples of SDSs in hard copy.
As an alternative to this activity, ask learners to give the
improved version of the report verbally to a partner or group.
This activity could be expanded by getting learners to
role-play a conversation using these gestures.
Locate a short video of a meeting or presentation that is
appropriate for this activity. Before showing it, check for
quality and the appropriateness of content. (This includes
use of slang, technical terms or processes that are not
common in Australia).
Develop some notes for your own reference to compare
with learners’ notes.

Please refer to the delivery guide at Annex B to this guide to see the mapping of
activities to the unit of competency.
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Assessment summary
Two assessments for this unit are designed to assess competency in the four elements
of the unit.
Please note that these are suggested assessment activities only and you are
welcome to replace them with your preferred assessment tools. You will need to ensure
that your assessment methodology meets the requirements of the unit.
You can perform the observation required in Assessment 1 in a workshop (simulated
workplace), on the job or during work placement. It may also be appropriate to ask
the work placement supervisor to provide third-party evidence by completing the
observation checklist.
There are two components to the assessment.
1.

An observation checklist.

2.

An open‑book, short‑answer written test.

A matrix is included at Annex D to this guide, showing how the assessment tasks
map to the unit performance criteria. Not all the questions in Assessment 2 have a
definitive answer. Suggested answers are provided for some questions at Annex E to
this guide; however, you will need to determine for yourself whether other answers are
satisfactory.

Results and appeals
Please refer to your training organisation or association website for information about
the assessment process.
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Annex A – Unit details
Unit title

Conduct workplace communication

Descriptor

This unit of competency specifies the outcomes required to
communicate effectively with other workers in a construction
workplace environment. It includes gathering, conveying and
receiving information through verbal and written forms of
communication.

National code

CPCCCM1014A

Employability skills

This unit contains employability skills.

Prerequisite units

Nil

Application

This unit of competency supports achievement of communication
skills carried out as an integral part of routine work.

Element 1 Gather, convey and receive information and ideas
1.1 Verbal and written instructions are gathered, received and responded to with correct
actions.
1.2 Instructions are conveyed accurately.
1.3 Work signage interpretation and other safety (OHS) requirements are responded to
with correct action.
1.4 Information is conveyed in English, and the information is interpreted and message
confirmed.
1.5 Questions are used to gain additional information and to clarify understanding, using
appropriate communication transfer techniques.

Element 2 Carry out face-to-face routine communication
2.1 Routine instructions and messages are received and followed.
2.2 Workplace procedures are carried out to company requirements in communication
with others.
2.3 Information from a range of sources is accessed and interpreted using a variety of
communication modes.
2.4 Information is selected and sequenced correctly.
2.5 Verbal and written reporting is completed where required.
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Element 3 Apply visual communication
3.1 Visual communication is used that follows accepted industry practice or social
conventions.
3.2 Attention of communicating parties is obtained, confirmed and/or acknowledged.
3.3 Intention of the visual communication is clarified and confirmed at each step.
3.4 Visual communication that is unclear or ambiguous is questioned or visually cancelled.
3.5 Instances of unclear visual communication are followed up to avoid repeated problems.

Element 4 Participate in simple on-site meeting processes
4.1 Correct process for on-site meetings is identified and followed to predetermined or
agreed procedures.
4.2 Responses are sought and provided to others in the group.
4.3 Constructive contributions are made.
4.4 Goals or outcomes are identified and/or recorded.

2
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Unit details

Required skills and knowledge
Required skills
•

communication skills to communicate with others to:
◦◦

enable clear and direct communication, using questioning to identify and
confirm requirements, share information, listen and understand

◦◦

read and interpret:
▪▪

signage and other relevant documentation

▪▪

simple instructions and messages

◦◦

use language and concepts appropriate to cultural differences

◦◦

use and interpret non-verbal communication, such as hand signals

◦◦

written skills to complete records and reports as required

•

identifying and accurately reporting to appropriate personnel any faults in tools,
equipment or materials

•

numeracy skills to apply measurements and make calculations

•

organisational skills, including the ability to plan and set out work

•

participating in meetings

•

teamwork skills to work with others to action tasks and relate to people from a
range of cultural and ethnic backgrounds and with varying physical and mental
abilities

•

technological skills to:
◦◦

use a range of mobile technology, such as two-way radio and mobile phones

◦◦

voice and hand signals to access and understand site-specific instructions.
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Required knowledge

4

•

bulletins

•

checklists

•

communication devices

•

company procedures

•

construction terminology

•

emergency procedures

•

job safety analysis (JSA) and safe work method statements

•

material safety data sheets (MSDS) and materials handling methods

•

memos

•

OHS requirements

•

project quality requirements

•

signage

•

work instructions

•

workplace policies.
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Unit details

Evidence guide
The evidence guide provides advice on assessment and must be read in conjunction
with the performance criteria, required skills and knowledge, range statement and the
Assessment Guidelines for the Training Package.
Overview of
assessment

This unit of competency could be assessed in the workplace
or a close simulation of the workplace environment, provided
that simulated or project-based assessment techniques fully
replicate construction workplace conditions, materials, activities,
responsibilities and procedures.

Critical aspects for
assessment and
evidence required
to demonstrate
competency in this
unit

A person who demonstrates competency in this unit must be able
to provide evidence of the ability to:

© WestOne Services 2014

•

locate, interpret and apply relevant information

•

comply with site safety plan, OHS regulations and state and
territory legislation applicable to workplace operations

•

comply with organisational policies and procedures, including
quality requirements

•

safely and effectively use communication equipment

•

communicate and work effectively and safely with others

•

interpret all signage accurately

•

complete tasks successfully following instruction

•

convey pieces of information to other workers accurately

•

fill out workplace documents accurately

•

frame questions at an on-site meeting in a range of contexts
or occasions over time.

BC2100
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Context of and
specific resources
for assessment

CPCCCM1014A

This competency is to be assessed using standard and
authorised work practices, safety requirements and environmental
constraints.
Assessment of essential underpinning knowledge will usually be
conducted in an off-site context.
Assessment is to comply with relevant regulatory or Australian
standards’ requirements.
Resource implications for assessment include:
•

an induction procedure and requirement

•

realistic tasks or simulated tasks covering the mandatory task
requirements

•

relevant specifications and work instructions

•

tools and equipment appropriate to applying safe work
practices

•

support materials appropriate to activity

•

workplace instructions relating to safe work practices and
addressing hazards and emergencies

•

material safety data sheets

•

research resources, including industry-related systems
information.

Reasonable adjustments for people with disabilities must be made
to assessment processes where required. This could include
access to modified equipment and other physical resources, and
the provision of appropriate assessment support.
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Unit details

Method of
assessment

Assessment methods must:
•

satisfy the endorsed Assessment Guidelines of the
Construction, Plumbing and Services Training Package

•

include direct observation of tasks in real or simulated
work conditions, with questioning to confirm the ability to
consistently identify and correctly interpret the essential
underpinning knowledge required for practical application

•

reinforce the integration of employability skills with workplace
tasks and job roles

•

confirm that competency is verified and able to be transferred
to other circumstances and environments.

Validity and sufficiency of evidence requires that:
•

competency will need to be demonstrated over a period
of time reflecting the scope of the role and the practical
requirements of the workplace

•

where the assessment is part of a structured learning
experience the evidence collected must relate to a number
of performances assessed at different points in time and
separated by further learning and practice, with a decision on
competency only taken at the point when the assessor has
complete confidence in the person’s demonstrated ability and
applied knowledge

•

all assessment that is part of a structured learning
experience must include a combination of direct, indirect and
supplementary evidence.

Assessment processes and techniques should as far as is
practical take into account the language, literacy and numeracy
capacity of the candidate in relation to the competency being
assessed.
Supplementary evidence of competency may be obtained from
relevant authenticated documentation from third parties, such as
existing supervisors, team leaders or specialist training staff.
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Range statement
The range statement relates to the unit of competency as a whole. It allows for different
work environments and situations that may affect performance. Bold italicised wording,
if used in the performance criteria, is detailed below. Essential operating conditions that
may be present with training and assessment (depending on the work situation, needs
of the candidate, accessibility of the item, and local industry and regional contexts) may
also be included.
Signage
interpretation
includes:

Safety (OHS) is to
be in accordance
with state or
territory legislation
and regulations,
organisational
safety policies and
procedures, and
project safety plan
and may include:

Information
includes:

8
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•

directional signs

•

facility or location signs and hazards

•

site safety signs

•

traffic signs.

•

handling of materials

•

hazard control

•

hazardous materials and substances

•

organisational first aid

•

personal protective clothing and equipment prescribed under
legislation, regulations and workplace policies and practices

•

use of firefighting equipment

•

use of tools and equipment

•

workplace environment and safety.

•

diagrams or sketches

•

instructions issued by authorised organisational or external
personnel

•

manufacturer specifications and instructions, where specified

•

MSDS

•

memos

•

regulatory and legislative requirements

•

relevant Australian standards

•

safe work procedures or equivalent

•

signage

•

verbal, written and graphical instructions

•

work bulletins

•

work schedules, plans and specifications.

BC2100
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Interpretation of
information includes:

•

bulletins

•

checklists

•

company procedures and regulations

•

delivery dockets

•

emergency procedures

•

induction procedures

•

industrial agreements

•

instructions

•

job safety analysis (JSA) and safe work method statements

•

maps

•

MSDS

•

OHS requirements

•

quality requirements

•

work schedules

•

workplace policies.

Communication
transfer includes
use of telephones
(including mobile)
and written
communication, and
includes:

•

email

•

facsimile

•

internet

•

two-way radios.

Communication
with others includes:

•

contractors

•

co-workers

•

supervisors

•

the public

•

trainers.

•

active listening

•

group interaction

•

interpreting signage

•

meetings

•

questioning

•

verbal and written.

Communication
modes includes:

© WestOne Services 2014
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Annex B – Delivery guide
The following table shows how activities within the learner’s guide map to the unit of
competency. Please note that this mapping is aligned as closely as possible to the unit.
Actual learning outcomes may differ as many activities are open-ended and therefore
learners’ answers may vary.
Unit name
Conduct workplace communication

National ID
CPCCCM1014A

Activity
Element 1 Gather, convey and receive information
1.1 Verbal and written instructions are gathered, received and
responded to with correct actions.

4.1, 4.3

1.2 Instructions are conveyed accurately.

4.1, 6.4

1.3 Work signage interpretation and other safety (OHS)
requirements are responded to with correct action.

7.1

1.4 Information is conveyed in English, and the information is
interpreted and message confirmed.

1.1, 5.5

1.5 Questions are used to gain additional information and to clarify
understanding, using appropriate communication transfer
techniques.

4.3, 4.4

Element 2 Carry out face-to-face routine communication
2.1 Routine instructions and messages are received and followed.

6.4

2.2 Workplace procedures are carried out to company requirements
in communication with others.

6.4

2.3 Information from a range of sources is accessed and interpreted
using a variety of communication modes.

4.1–4.3, 6.2, 7.1,
8.4

2.4 Information is selected and sequenced correctly.

4.8, 4.9, 5.4

2.5 Verbal and written reporting is completed where required.

5.4, 5.6, 5.7
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BC2100

Annex B

1

Conduct workplace communication
Lecturer’s guide

CPCCCM1014A

Activity
Element 3 Apply visual communication
3.1 Visual communication is used that follows accepted industry
practice or social conventions.

7.1

3.2 Attention of communicating parties is obtained, confirmed and/or
acknowledged.

7.2

3.3 Intention of the visual communication is clarified and confirmed
at each step.

2.2, 7.2

3.4 Visual communication that is unclear or ambiguous is questioned
or visually cancelled.

7.2

3.5 Instances of unclear visual communication are followed up to
avoid repeated problems.

7.4

Element 4 Participate in simple on-site meeting processes

2

4.1 Correct process for on-site meetings is identified and followed to
predetermined or agreed procedures.

8.2–8.5

4.2 Responses are sought and provided to others in the group.

8.7

4.3 Constructive contributions are made.

8.6

4.4 Goals or outcomes are identified and/or recorded.

8.4
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Delivery guide

Activity
Required skills
communication skills to communicate with others to:
•

enable clear and direct communication, using questioning to
identify and confirm requirements, share information, listen and
understand

•

read and interpret:
◦◦

signage and other relevant documentation

◦◦

simple instructions and messages

•

use language and concepts appropriate to cultural differences

•

use and interpret non-verbal communication, such as hand
signals

•

written skills to complete records and reports as required

1.2

7.1

identifying and accurately reporting to appropriate personnel any
faults in tools, equipment or materials
numeracy skills to apply measurements and make calculations
organisational skills, including the ability to plan and set out work

4.8, 4.9

participating in meetings

8.1–8.7

teamwork skills to work with others to action tasks and relate to
people from a range of cultural and ethnic backgrounds and with
varying physical and mental abilities

3.3

technological skills to:
•

use a range of mobile technology, such as two-way radio and
mobile phones

1.2, 1.3

•

voice and hand signals to access and understand site-specific
instructions.

7.2–7.4
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Activity
Required knowledge
bulletins

2.2

checklists

2.2

communication devices

1.2

company procedures

6.3

construction terminology
emergency procedures
job safety analysis (JSA) and safe work method statements

5.8

material safety data sheets (MSDS) and materials handling methods

5.8, 6.2

memos

2.2

OHS requirements

5.8, 6.2, 7.1

project quality requirements

4

signage

7.1

work instructions

4.1, 5.2, 5.3

workplace policies.

6.3
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Activity
Critical aspects of evidence

A person who demonstrates competency in this unit must be able to provide evidence of the
ability to:
locate, interpret and apply relevant information

4.1, 4.6, 4.7, 7.1,
7.3

comply with site safety plan, OHS regulations and state and territory
legislation applicable to workplace operations

5.8, 6.2, 7.1

comply with organisational policies and procedures, including quality
requirements

6.3

safely and effectively use communication equipment

1.3

communicate and work effectively and safely with others

1.1, 1.2

interpret all signage accurately

7.1

complete tasks successfully following instruction

4.1

convey pieces of information to other workers accurately

5.1–5.7

fill out workplace documents accurately

5.8

frame questions at an on-site meeting in a range of contexts or
occasions over time.

8.1, 8.3, 8.4, 8.6,
8.7
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Annex C – Assessments
Assessment plan
The assessments suggested here for this unit are designed to assess your competency
in the elements as listed in the unit details at Annex A to this guide. There are two
components to the assessment.
Assessment
Assessment 1 – Observation checklist

Elements
All

For this assessment, you will be observed working in a workshop, on the
job or during work placement.
Assessment 2 – Written open-book test

All

This is a written open-book test to reinforce the learning you’ve
participated in.

Note: Your lecturer may provide you with alternative assessments.

Individual learning and assessment needs
Learners have different learning styles and needs. Please let your lecturer know if there
is anything that may have an effect on your learning.

Results and appeals
There is a process to be followed should you wish to appeal the result of your
assessment. Please ask your lecturer for more information about this.
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Assessment 1 – Observation checklist
Introduction
Your work practices will be observed by your lecturer, assessor or work placement
supervisor. You will be assessed on your ability to:
•

gather, convey and receive information

•

carry out face-to-face routine communication

•

apply visual communication

•

participate in simple on-site meeting processes

•

demonstrate the skills and knowledge required to conduct workplace
communication.

Requirements
The ‘Workplace communication observation checklist’ will be used for observation
purposes. This checklist must be signed by your lecturer, assessor or supervisor.

Materials and equipment
To attempt this assessment you will need:
•

the ‘Workplace communication observation checklist’ in this guide.
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CPCCCM1014A
Conduct workplace communication

Assessment 1 – Observation checklist

Name

Date

I have received feedback on this assessment.

Signature

Date

Assessor’s initials
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Workplace communication observation checklist
During the work placement, did you observe the learner:

Yes

No

N/A

Part 1 – Gather, convey and receive information
a)

gather and receive verbal and written instructions and respond with
correct actions?

b)

convey instructions accurately?

c)

respond to work signage interpretation and other safety (WHS)
requirements with correct action?

d)

convey information in English, interpret the information and confirm
the message?

e)

use questions to gain additional information and to clarify
understanding, using appropriate communication transfer
techniques?

Part 2 – Carry out face-to-face routine communication
a)

receive and follow routine instructions and messages?

b)

carry out workplace procedures to company requirements in
communication with others?

c)

access and interpret information from a range of sources using a
variety of communication modes?

d)

select and sequence information correctly?

e)

complete verbal and written reporting where required?

Part 3 – Apply visual communication
a)

use visual communication that follows accepted industry practice or
social conventions?

b)

obtain, confirm and/or acknowledge attention of communicating
parties?

c)

clarify and confirm intention of the visual communication at each
step?

d)

question or visually cancel visual communication that is unclear or
ambiguous?

e)

follow up instances of unclear visual communication to avoid
repeated problems?

Part 4 – Participate in simple on-site meeting processes
a)

identify correct process for on-site meetings and follow to
predetermined or agreed procedures?

b)

seek and provide responses to others in the group?

c)

make constructive contributions?

d)

identify and/or record goals or outcomes?
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Part 5 – Skills and knowledge
a)

identify and accurately report any faults in tools, equipment or
materials to appropriate personnel?

b)

use numeracy skills to apply measurements and make
calculations?

c)

use organisational skills, including the ability to plan and set out
work?

d)

use teamwork skills to work with others to action tasks and relate
to people from a range of cultural and ethnic backgrounds and with
varying physical and mental abilities?

e)

use a range of mobile technology, such as two-way radio and
mobile phones?

f)

demonstrate knowledge of bulletins, checklists and memos

g)

fill out workplace documents accurately?

h)

comply with site safety plan, WHS Regulations and state and
territory legislation applicable to workplace operations?

i)

comply with organisational policies and procedures, including
quality requirements?

j)

demonstrate knowledge of emergency procedures?

Feedback to learner

8

Learner’s name:

Assessor’s name:

Learner’s signature:

Assessor’s signature:

Date:

Date:
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Assessment 2 – Written open-book test
Introduction
This assessment is designed to assess your ability across all elements in this unit of
competency.

Requirements
Your responses to Assessment 2 will be in short-answer format. You are required to
answer a series of questions related to the course material.
Your lecturer will explain the marking criteria.

Materials and equipment
To attempt this assessment you will need:
•

pens, pencils, eraser

•

this guide.

© WestOne Services 2014

BC2100

Annex C

9

Conduct workplace communication
Lecturer’s guide

10

Annex C

CPCCCM1014A

BC2100

© WestOne Services 2014

Assessments

CPCCCM1014A
Conduct workplace communication

Assessment 2 – Written open-book test

Name

Date

I have received feedback on this assessment.

Signature

Date

Assessor’s initials
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Assessment 2 – Written open-book test
Instructions
•

This assessment requires you to write short answers in the spaces provided.

•

It is an open-book assessment so you may refer to your learner’s guide to help
you to answer the questions.

•

Collaboration with others in your class is not permitted. However, you may seek
guidance from your lecturer.

•

Read each question carefully.

•

Attempt all questions.

•

Remember to put your name on the cover page.

•

Return the assessment booklet to your lecturer when you’re finished.

Answer the following questions in the spaces provided.

1.

If you were given a set of instructions, what would you do to make sure you
had understood them correctly?

2.

If you were carrying out a task from a set of written instructions and you
thought that some instructions were missing, what two methods would you
use to find this information?
a)
b)

3.

What sort of written report would be required if someone injured themselves
on the worksite?

© WestOne Services 2014

BC2100

Annex C

13

Conduct workplace communication
Lecturer’s guide

4.

In your workplace there are procedures you must follow. You will receive this
information from different sources. Name two of these sources and explain
how they might be communicated.
What

14

CPCCCM1014A

How

5.

If you identified a fault in the materials or equipment you were using, who
should you report that to?

6.

You are required to take measurements for some brickwork, then work
out the number of bricks required. Your supervisor has asked you to write
all this down, so he can place an order for the cement. Is this a form of
communication? Explain why/why not.

7.

Why do you think open questions are better than closed questions?
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8.

Below are examples of closed and open questions. Change each one to the
other – open to closed, and closed to open.
Open

Closed

How did you injure yourself?
Are you sick?
Should I use this brush?
Which of these colours works
best?
9.

When you’re using two-way radios or mobile phones on site, you must make
sure that they have been approved for use. True or false?

10. What are three things you should remember to do when recording or taking
notes?

11. Give three examples of information you might have to read to be able to do
your work on a construction site.
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12. When you’re speaking with someone whose first language is not English,
what strategies would you use to ensure that you’ve been understood?

13. What is a memo, and why might it be used?

14. Remember the five categories that instructions fall into – what, where,
when, who and how? Write a simple set of instructions that includes all five
categories, giving instructions to your workmate to pick something up from
the hardware store.

15. Explain why asking questions can help you to understand a set of
instructions.

16
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16. Look at the following instructions. In the space on the right, rewrite them in a
logical sequence.
Ask the site supervisor for
the plans.
After you have finished
your morning tea break,
Then bring them back
here.
go to the site office.
17. How could using a checklist be helpful when you’re doing a task?

18. Sharon is a new carpentry apprentice. It’s her very first day on the job and
she hasn’t got to know any of the workers yet when the boss gives her the
following instructions.
‘Go and find Deano. Tell him I need him to cut six rafters at 4250 with
a birdsmouth at 3150 from the plumb cut. Then find the ridge we need
for the carport roof. It has to be at least 6050. Tell Robbie if the one we
have is too short, he’ll have to go down to Crackers and pick one up.’
Does Sharon have all the information she needs? In the space below,
note down what Sharon will need to know before she can carry out these
instructions.
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19. What are four things you should remember to do when you’re listening
actively?

20. List three things you can do to help you remember instructions more easily.

21. Listed below are the steps needed to cut a length of timber in half with a
circular saw. In the box next to each step, write the order in which you think
each step should be done. There are a few different options, but try to put
the steps into a logical order of progression.
Steps

Step number

Measure the halfway point on the length of timber.
Line the saw up with your pencil mark.
Mark your measurement with a pencil mark.
Set up your two saw horses.
Put on your PPE.
Double check your measurement.
Make your cut.
Plug your circular saw into the extension lead.
Place the saw on the edge of the timber.
Place the timber on the saw horses.
Unwrap your extension lead and plug it into a power
point.

18
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22. Here is part of a written report that contains irrelevant information and is
also out of sequence. Improve the report by removing all the irrelevant
information, then putting what’s left into a logical order.
I’ve finished painting that awful big ugly house. I used four cans of
white paint and one of the cans had a big dent in it; someone should
complain about that. Oh, by the way, I mean the house on Bordeaux
Crescent, I think it’s number 14. I finished it on Tuesday afternoon at
twenty-three minutes past two. It was a hard job!

23. What sort of report would be required if you found a safety hazard on the
worksite?

24. How would you give a brief verbal report to your boss, regarding a fault
you found in a circular saw you were just using? Write what you would say
below.
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25. List five types of written information you may commonly use on a
construction site (not forms).

26. When would a two-way radio be an effective way of communicating on a
worksite?

27. Zac is often late to work, but he always puts in extra time later to make up
for it. What sort of feedback could Zac’s supervisor give him, to focus on the
issue of his lateness but also to communicate a positive message? Write
your feedback in the space below.

28. When you’re communicating visually (eg using hand signals), how would you
make sure that you had the other person’s attention?

20
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29. Look at the following extract from an SDS for hydrochloric acid. What are the
first aid treatments that must be followed if acid is swallowed or inhaled?

SECTION 3 COMPOSITION/INFORMATION ON INGREDIENTS
Hazardous ingredients
Hydrochloric acid

CAS
7647-6128

Prop (%)
less than 40

SECTION 4 FIRST AID MEASURES
First aid treatment
Swallowed
Rinse mouth immediately with water. DO NOT INDUCE VOMITING. Give
glass of water and seek immediate medical assistance.
Eyes
Hold eyes open, flood with water for 15 minutes or until advised by Poisons
Information Centre or doctor.
Skin
If on large area of skin or hair, drench immediately with running water.
Remove contaminated clothing. Wash skin and hair with water continuously
until advised to stop by Poisons Information Centre or doctor. For skin burns,
cover with clean dry dressing until medical help is available.
Inhaled
Remove from exposure (if safe to do so). Transport to nearest medical centre
if rapid recovery does not occur. Remove contaminated clothing. Seek
immediate medical advice.
FIRST AID FACILITIES
Clean water to be available at all times
•
•
Provide eye baths
•
Provide safety showers
Advice to doctor: treat symptomatically
Example SDS reproduced/adapted with the permission of Recochem Inc.
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30. What specific documents tell us about the quality requirements such as the
strength of products and materials?

31. When would you fill out a JSA?

32. List two ways of transferring written information electronically.

33. List three examples of construction-based information you could research on
the internet.

34. Give an example of when a bulletin would be the best form of communication
to use.

35. If you had received incorrect visual communication via a sign, what could
you do to ensure others did not receive the same incorrect communication?

36. Give four examples of what a mandatory sign is used to communicate.

22
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37. What do prohibition signs tell us?

38. What colours are emergency and information signs?

39. What colours would you see on a sign for wearing eye and ear protection?

40. What would you do if a sign wasn’t visible in bad weather or at night?

41. Other than signs, what are two other methods of visual warnings that can be
communicated on construction sites?

42. What is the purpose of an agenda?

43. What could you do to make sure you are prepared for a meeting?

44. Name two issues that may be discussed at a toolbox meeting.
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45. If you were required to attend an organised weekly site meeting, would it be
formal or informal?

46. List four pieces of information you might find on an agenda for a meeting.

47. Look at the following case study and identify the goal of the meeting and the
action required to accomplish the goal.
It was about halfway through the weekly site meeting on the Thomas
Street shopping centre construction site. Brian (the project manager)
said, ‘We have to get the concrete poured on level two by Friday this
week’. Brian said to Tony the site foreman, ‘Can you make sure the
steel fixers are finished by midday on Thursday so this can happen?’.
Goal:

Action required:

48. What are three methods of recording what was discussed at a formal
meeting?

24
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49. What four things can you do to be an effective member of a meeting?

50. If someone attending a meeting is unable to hear, how might you
communicate important information to them?

End of Assessment 2
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Annex D – Assessment guide
Please note that this mapping is aligned as closely as possible to the unit. Actual
mapping of assessment outcomes may vary slightly, as the answers learners give to
some questions may relate to elements of the unit other than those intended.
Unit name

National ID

Conduct workplace communication

CPCCCM1014A

Assessment 1

Assessment 2

Element 1 Gather, convey and receive information
1.1 Verbal and written instructions are
gathered, received and responded to with
correct actions.

1a

1, 2, 9, 10, 11,14,
16, 17, 18, 19,
20, 29

1.2 Instructions are conveyed accurately.

1b

8,11,12, 14, 15,
16, 17, 18, 20, 21

1.3 Work signage interpretation and
other safety (OHS) requirements are
responded to with correct action.

1c

14, 16, 18, 19, 20,
21, 23, 24, 29,
39, 40

1.4 Information is conveyed in English,
and the information is interpreted and
message confirmed.

1d

3, 10, 12

1.5 Questions are used to gain additional
information and to clarify understanding,
using appropriate communication
transfer techniques.

1e

7, 8, 12, 14, 16,
18, 20
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Assessment 1

Assessment 2

Element 2 Carry out face-to-face routine communication
2.1 Routine instructions and messages are
received and followed.

2a

9, 10, 11, 12, 14,
16, 17, 18, 19, 20

2.2 Workplace procedures are carried
out to company requirements in
communication with others.

2b

11, 16, 18, 19, 20,
23

2.3 Information from a range of sources is
accessed and interpreted using a variety
of communication modes.

2c

4, 10, 11, 12, 16,
19, 20, 25, 29,
33, 34

2.4 Information is selected and sequenced
correctly.

2d

12, 16, 17, 18,
19, 21

2.5 Verbal and written reporting is completed
where required.

2e

3, 5, 10, 22, 23,
24, 27

3.1 Visual communication is used that follows
accepted industry practice or social
conventions.

3a

19, 28, 36, 37, 38,
39, 41, 43

3.2 Attention of communicating parties
is obtained, confirmed and/or
acknowledged.

3b

19, 28, 42

3.3 Intention of the visual communication is
clarified and confirmed at each step.

3c

19, 20, 35, 43

3.4 Visual communication that is unclear
or ambiguous is questioned or visually
cancelled.

3d

20, 28, 35

3.5 Instances of unclear visual
communication are followed up to avoid
repeated problems.

3e

28, 35

Element 3 Apply visual communication

2

Annex D

BC2100

© WestOne Services 2014

Assessment guide

Assessment 1

Assessment 2

Element 4 Participate in simple on-site meeting processes
4.1 Correct process for on-site meetings is
identified and followed to predetermined
or agreed procedures.

4a

42, 45, 46, 48

4.2 Responses are sought and provided to
others in the group.

4b

47, 49

4.3 Constructive contributions are made.

4c

27, 42, 43, 48, 49

4.4 Goals or outcomes are identified and/or
recorded.

4d

10, 47, 48, 50
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Assessment 1

Assessment 2

Required skills
communication skills to communicate with
others to:
•

enable clear and direct communication,
using questioning to identify and confirm
requirements, share information, listen
and understand

•

read and interpret:

1, 2, 3, 4, 5f

7, 8, 10, 11, 12,
14, 16, 18, 19, 20,
21, 22, 27

◦◦

signage and other relevant
documentation

11, 12, 14, 16, 19,
29, 35, 36, 37,
38, 39

◦◦

simple instructions and messages

14, 15, 16, 17, 18,
19, 21

•

use language and concepts appropriate to
cultural differences

12, 19, 20, 39

•

use and interpret non-verbal
communication, such as hand signals

12, 19

•

written skills to complete records and
reports as required

10, 11, 14, 22, 23

identifying and accurately reporting to
appropriate personnel any faults in tools,
equipment or materials

5a

5, 24

numeracy skills to apply measurements and
make calculations

5b

6

organisational skills, including the ability to plan
and set out work

5c

6, 10, 14, 16, 17,
21, 42

participating in meetings

4

42–50

teamwork skills to work with others to action
tasks and relate to people from a range of
cultural and ethnic backgrounds and with
varying physical and mental abilities

5d

12, 19, 27, 50

technological skills to:

4

•

use a range of mobile technology, such as
two-way radio and mobile phones

5e

9

•

voice and hand signals to access and
understand site-specific instructions.

3

12

Annex D

BC2100

© WestOne Services 2014

Assessment guide

Assessment 1

Assessment 2

Required knowledge
bulletins

5f

3, 4, 25, 32

checklists

5f

10, 17, 20, 25, 32

communication devices

5e

9, 26

company procedures

5i

25, 32

construction terminology

All

18, 19

emergency procedures

5j

23

job safety analysis (JSA) and safe work
method statements

5g

11, 25, 31

material safety data sheets (MSDS) and
materials handling methods

5g

11, 25, 29

memos

5f

10, 13, 20, 25

OHS requirements

5c, 5h

21, 23, 24, 29, 31

project quality requirements

5i

25, 30

signage

1c

25, 36–40

work instructions

1a

1, 2, 10, 14, 15,
16, 18, 20

workplace policies.

5i

11, 23, 25
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Assessment 1

Assessment 2

Critical aspects of evidence

A person who demonstrates competency in this unit must be able to provide evidence of the
ability to:

6

locate, interpret and apply relevant information

1a, 1c

3, 4, 11, 14, 16,
18

comply with site safety plan, OHS regulations
and state and territory legislation applicable to
workplace operations

1c, 5h

3, 23, 24, 25, 27,
30, 44

comply with organisational policies and
procedures, including quality requirements

5i

4, 10, 11, 23, 24,
25

safely and effectively use communication
equipment

5e

9, 26

communicate and work effectively and safely
with others

All

10, 11, 12, 16, 18,
19, 20

interpret all signage accurately

1c

37–40

complete tasks successfully following
instruction

1a, 2a

1, 2, 10, 11,
14–18, 20

convey pieces of information to other workers
accurately

1b, 1d

10, 11, 16, 18, 20,
22, 28

fill out workplace documents accurately

5g

10, 11, 22, 23, 24

frame questions at an on-site meeting in a
range of contexts or occasions over time.

4

42, 43
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Assessment 2 – Written open-book test
Instructions
•

This assessment requires you to write short answers in the spaces provided.

•

It is an open-book assessment so you may refer to your learner’s guide to help
you to answer the questions.

•

Collaboration with others in your class is not permitted. However, you may seek
guidance from your lecturer.

•

Read each question carefully.

•

Attempt all questions.

•

Remember to put your name on the cover page.

•

Return the assessment booklet to your lecturer when you’re finished.

Answer the following questions in the spaces provided.

1.

If you were given a set of instructions, what would you do to make sure you
had understood them correctly?
Paraphrase or summarise the instructions you have been given.
Ask questions to confirm understanding.

2.

3.

If you were carrying out a task from a set of written instructions and you
thought that some instructions were missing, what two methods would you
use to find this information?
a)

Ask questions by phone/two-way radio.

b)

Find your supervisor and clarify the instructions.

What sort of written report would be required if someone injured themselves
on the worksite?
An accident/injury report
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In your workplace there are procedures you must follow. You will receive this
information from different sources. Name two of these sources, and explain
how they might be communicated.
What

How

Induction procedures

in a manual
at training
by your supervisor

Safety rules

in a manual
at training
at a WHS meeting
by your supervisor

5.

If you identified a fault in the materials or equipment you were using, who
should you report that to?
Your supervisor or employer

6.

You are required to take measurements for some brickwork, then work
out the number of bricks required. Your supervisor has asked you to write
all this down, so he can place an order for the cement. Is this a form of
communication? Explain why/why not.
This is a form of written communication. You are writing information down
then passing it along (communicating it) to your supervisor.

7.

Why do you think open questions are better than closed questions?
You can gain more information than from a closed question.
Open questions are more friendly.

2
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8.

9.

Below are examples of closed and open questions. Change each one to the
other – open to closed, and closed to open.
Open

Closed

How did you injure yourself?

Did you cut yourself?

How are you feeling?

Are you sick?

Which brush should I use?

Should I use this brush?

Which of these colours works
best?

Should I use red or brown?

When you’re using two-way radios or mobile phones on site, you must make
sure that they have been approved for use. True or false?
True

10. What are three things you should remember to do when recording or taking
notes?
•

Identify the main ideas and summarise them in your own words.

•

Don’t try to write down every word.

•

Concentrate on information that is new to you or relevant to what you
are doing. You don’t need to write down details you already know.

•

Use abbreviations and symbols but be sure you will recognise and
understand them after some time has passed.

•

Don’t worry about spelling and grammar, but write clearly so that you
can read your notes later.

11. Give three examples of information you might have to read to be able to do
your work on a construction site.
Plans, specifications, manufacturers’ instructions, SDSs, memos, checklists,
bulletins, JSAs, diagrams, sketches, SWMSs
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12. When you’re speaking with someone whose first language is not English,
what strategies would you use to ensure that you’ve been understood?
•

Pronounce all words carefully.

•

Speak a little more slowly.

•

Ask questions to check they’re understanding.

•

Sequence information correctly.

•

Use non-verbal communication (eg hand signals, gestures).

•

Use visual aids such as drawings and sketches.

•

Don’t use acronyms and abbreviations.

•

Avoid jargon.

•

Use plain English.

13. What is a memo, and why might it be used?
A memo is a short note used to communicate workplace information or
reminders.

14. Remember the five categories that instructions fall into – what, where,
when, who and how? Write a simple set of instructions that includes all five
categories, giving instructions to your workmate to pick something up from
the hardware store.
Example instructions:
Steve at 2.00 pm I want you to take my ute and go to that site at Palmer
Road and pick up four boxes of 50 mm galvanised nails.

15. Explain why asking questions can help you to understand a set of
instructions.
By asking questions you can find out information you may not have
understood when you first got the instructions.
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16. Look at the following instructions. In the space on the right, rewrite them in a
logical sequence.
Ask the site supervisor for
the plans.

After you have finished your morning tea
break,

After you have finished
your morning tea break,

go to the site office.

Then bring them back
here.

Ask the site supervisor for the plans.

go to the site office.

Then bring them back here.

17. How could using a checklist be helpful when you’re doing a task?
So that you don’t forget individual parts of the task.
So that you complete the steps in a logical order.
18. Sharon is a new carpentry apprentice. It’s her very first day on the job and
she hasn’t got to know any of the workers yet when the boss gives her the
following instructions.
‘Go and find Deano. Tell him I need him to cut six rafters at 4250 with
a birdsmouth at 3150 from the plumb cut. Then find the ridge we need
for the carport roof. It has to be at least 6050. Tell Robbie if the one we
have is too short, he’ll have to go down to Crackers and pick one up.’
Does Sharon have all the information she needs? In the space below,
note down what Sharon will need to know before she can carry out these
instructions.
•

Who is Deano? Where will she find him?

•

Who is Robbie? Where will she find him?

•

What’s a ridge?

•

Who or what is Crackers?

•

What do the numbers mean?
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19. What are four things you should remember to do when you’re listening
actively?
•

Look at the speaker.

•

Give your full attention.

•

Concentrate.

•

Try to grasp the overall meaning.

•

Watch for non-verbal clues.

•

Don’t interrupt.

•

Nod to confirm you are listening.

20. List three things you can do to help you remember instructions more easily.
•

Ask questions to clarify details.

•

Paraphrase.

•

Give feedback.

•

Take notes.

•

Ask the speaker to repeat the parts you haven’t understood.

21. Listed below are the steps needed to cut a length of timber in half with a
circular saw. In the box next to each step, write the order in which you think
each step should be done. There are a few different options, but try to put
the steps into a logical order of progression.
Steps
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Step number

Measure the halfway point on the length of timber.

3

Line the saw up with your pencil mark.

10

Mark your measurement with a pencil mark.

4

Set up your two saw horses.

1

Put on your PPE.

7

Double check your measurement.

5

Make your cut.

11

Plug your circular saw into the extension lead.

9

Place the saw on the edge of the timber.

6

Place the timber on the saw horses.

2

Unwrap your extension lead and plug it into a power
point.
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22. Here is part of a written report that contains irrelevant information and is
also out of sequence. Improve the report by removing all the irrelevant
information, then putting what’s left into a logical order.
I’ve finished painting that awful big ugly house. I used four cans of
white paint and one of the cans had a big dent in it; someone should
complain about that. Oh, by the way, I mean the house on Bordeaux
Crescent, I think it’s number 14. I finished it on Tuesday afternoon at
twenty-three minutes past two. It was a hard job!
I finished painting the house on Bordeaux Crescent on Tuesday
afternoon. I used four cans of white paint.

23. What sort of report would be required if you found a safety hazard on the
worksite?
A WHS safety hazard report or possibly a JSA, depending on the hazard
24. How would you give a brief verbal report to your boss, regarding a fault
you found in a circular saw you were just using? Write what you would say
below.
I was just using the circular saw and the guard jammed in the up position, I
think it’s too dangerous to use now. We should put an ‘Unsafe–Do Not Use’
tag on it.
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25. List five types of written information you may commonly use on a
construction site (not forms).
Plans, delivery dockets/cart notes, specifications, invoices, SDSs (MSDSs),
quotes, SWMSs, hazardous materials register, instructions, emergency
contact list

26. When would a two-way radio be an effective way of communicating on a
worksite?
When communication is over a long distance or if the worksite is very noisy.

27. Zac is often late to work, but he always puts in extra time later to make up
for it. What sort of feedback could Zac’s supervisor give him, to focus on the
issue of his lateness but also to communicate a positive message? Write
your feedback in the space below.
Zac, you are a great worker and I appreciate that you stay back in the
afternoons to make up for when you start late, but it’s really important that
you get to work on time because we need you here.

28. When you’re communicating visually (eg using hand signals), how would you
make sure that you had the other person’s attention?
Call out to them, or use gestures. Wait until you have made eye contact with
them, and get a thumbs-up signal to proceed.
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29. Look at the following extract from an SDS for hydrochloric acid. What are the
first aid treatments that must be followed if acid is swallowed or inhaled?

SECTION 3 COMPOSITION/INFORMATION ON INGREDIENTS
Hazardous ingredients
Hydrochloric acid

CAS
7647-6128

Prop (%)
less than 40

SECTION 4 FIRST AID MEASURES
First aid treatment
Swallowed
Rinse mouth immediately with water. DO NOT INDUCE VOMITING. Give
glass of water and seek immediate medical assistance.
Eyes
Hold eyes open, flood with water for 15 minutes or until advised by Poisons
Information Centre or doctor.
Skin
If on large area of skin or hair, drench immediately with running water.
Remove contaminated clothing. Wash skin and hair with water continuously
until advised to stop by Poisons Information Centre or doctor. For skin burns,
cover with clean dry dressing until medical help is available.
Inhaled
Remove from exposure (if safe to do so). Transport to nearest medical centre
if rapid recovery does not occur. Remove contaminated clothing. Seek
immediate medical advice.
FIRST AID FACILITIES
Clean water to be available at all times
•
•
Provide eye baths
•
Provide safety showers
Advice to doctor: treat symptomatically
Example SDS reproduced/adapted with the permission of Recochem Inc.

Swallowed
Rinse mouth immediately with water. DO NOT INDUCE VOMITING. Give
glass of water and seek immediate medical assistance.
Inhaled
Remove from exposure (if safe to do so). Transport to nearest medical
centre if rapid recovery does not occur. Remove contaminated clothing.
Seek immediate medical advice.
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30. What specific documents tell us about the quality requirements such as the
strength of products and materials?
Australian Standards®
31. When would you fill out a JSA?
When identifying hazards and putting in place risk control measures.
32. List two ways of transferring written information electronically.
Text messages, SMS, MMS, fax, pager, email, voicemail

33. List three examples of construction-based information you could research on
the internet.
Prices of materials, product catalogues, store locations, technical
specifications for tools, suppliers

34. Give an example of when a bulletin would be the best form of communication
to use.
When communicating important information (eg a safety alert), making an
announcement, updating information.
35. If you had received incorrect visual communication via a sign, what could
you do to ensure others did not receive the same incorrect communication?
Make sure your supervisor or employer was informed that an incorrect sign
had been used and that it should be replaced.
36. Give four examples of what a mandatory sign is used to communicate.
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•

Wear hearing protection.

•

Use gloves.

•

Wear eye protection.

•

Protective clothing must be worn.

•

Wear steel cap boots.

•

High-visibility vests must be worn.

•

Use a respirator.

•

PPE must be worn beyond this point.
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37. What do prohibition signs tell us?
Prohibition signs tell us what we must not do, for example, ‘No smoking’.

38. What colours are emergency and information signs?
Green and white
39. What colours would you see on a sign for wearing eye and ear protection?
Blue and white
40. What would you do if a sign wasn’t visible in bad weather or at night?
Use lighting or safety tape.

41. Other than signs, what are two other methods of visual warnings that can be
communicated on construction sites?
•

Tags

•

Warning lights

•

Warning tape

•

Hand signals

42. What is the purpose of an agenda?
An agenda communicates important information about a meeting, such as
who will be attending, the time and venue, and what topics are up for
discussion.
43. What could you do to make sure you are prepared for a meeting?
•

Read the agenda.

•

Read the minutes from previous meetings.

•

Do some pre-reading or research on the topics for discussion.

44. Name two issues that may be discussed at a toolbox meeting.
Tasks to be completed that day, job priorities
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45. If you were required to attend an organised weekly site meeting, would it be
formal or informal?
Formal
46. List four pieces of information you might find on an agenda for a meeting.
•

Time

•

Priorities

•

Place

•

Sequence

•

Date

•

Results

•

Participants

•

Goals

47. Look at the following case study and identify the goal of the meeting and the
action required to accomplish the goal.
It was about halfway through the weekly site meeting on the Thomas
Street shopping centre construction site. Brian (the project manager)
said, ‘We have to get the concrete poured on level two by Friday this
week’. Brian said to Tony the site foreman, ‘Can you make sure the
steel fixers are finished by midday on Thursday so this can happen?’.
Goal:
To get the concrete poured on level two by Friday this week.

Action required:
To make sure the steel fixers are finished by midday on Thursday.

48. What are three methods of recording what was discussed at a formal
meeting?
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•

Written notes/minutes

•

Voice recording

•

Video recording
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49. What four things can you do to be an effective member of a meeting?
•

Participate.

•

Raise concerns.

•

Ask questions.

•

Share ideas.

•

Answer questions.

•

Voice your opinion.

•

Listen to the opinions of others.

50. If someone attending a meeting is unable to hear, how might you
communicate important information to them?
In writing

End of Assessment 2
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