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Introduction
This lecturer’s guide is an accompaniment to the learner’s guide for the unit
CPCCCM1013A Plan and organise work, and will support you in the delivery and
assessment of that unit. It also provides some suggestions to assist you in delivering
and assessing the knowledge and skills learners need to plan and organise work tasks
effectively in the building and construction industry.
Areas of explanation in the unit include:
•

the benefits of planning

•

identification of work tasks and requirements

•

planning the steps required to complete a work task

•

organising work tasks

•

problem solving

•

reviewing the planning and organising process.

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, CPCCCM1013A Plan and organise work, 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.
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Unit overview
This unit describes the performance outcomes, skills and knowledge required to plan
and organise work.
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 examples of some of the documents and some stories/articles to
prompt discussion.
You will need to provide learners with access to:
•

computers with internet access.

Learners are required to provide the following for in-class work and the activities:
•

an A4 notepad

•

an A4 file for notes, handouts and printed documents

•

pens, pencils, eraser and highlighters.

Resources noted in the 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, discussions, research and written activities, all
related to the content most recently covered.

All 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 to give learners the opportunity to correct any incorrect answers and finish
off any incomplete activities.
The learner’s guide also contains two suggested 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 six sections and there are several topics within each section.
Section 1 is an introduction to planning and includes an exploration of why we plan,
the types of plans used regularly in the construction industry and some useful tools to
help in the planning process.
Section 2 looks at identifying work tasks and requirements using documentation
(including plans and specifications) and information and instructions from employers,
supervisors and clients.
In Section 3 learners will identify the steps required complete a work task and create
work plans. This section includes information on prioritising and sequencing tasks, and
scheduling.

© WestOne Services 2014
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Section 4 looks at the factors that affect the planning of tasks in the construction
industry including safety, quality requirements and environmental responsibilities.
Section 5 examines how to organise the elements of work tasks on a construction site,
including tools and equipment, materials, personnel and documentation.
Section 6 provides strategies for problem solving and introduces learners to the
benefits and requirements of reviewing and making improvements to their planning
processes.
The activities required for Assessment 2 should be completed and assessed during
delivery of this unit, as learners will require feedback on each stage of the assessment
task. This will also enable you to focus on content delivery as required.
Please refer to the information in the Assessment summary section on page 13 of this
guide for further details.
Information about the assessment can be found at Annex C to this guide.

10

BC2121

© WestOne Services 2014

Delivery strategy
This section provides suggestions to help you deliver this unit and achieve the desired
learning outcomes. A delivery guide showing how activities in the learner’s guide map
to the unit of competency is provided at Annex B to this guide.
Throughout the learner’s guide are a series of activities, discussion points and case
studies designed to assist learners with retention of, and engagement with, the content.
You should look through these before each session to ensure that you are able to guide
any learners who need assistance. If you have not done so already, get a copy of the
learner’s guide and familiarise yourself with it.
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.
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

Learners are asked to discuss three specific benefits of
planning. If time permits, expand the discussion to explore
the other benefits.

Why do you plan?
Activity 1.4
Flowchart
Activity 1.5
Filling out a JSA

Activity 1.6
Planning software
Activity 2.2
Reading plans
Activity 3.1
Breaking tasks down
Activity 3.3
Sequencing tasks

© WestOne Services 2014

Think of a simple domestic task and demonstrate the
process of creating a flowchart before learners attempt this
activity.
Provide an example of a completed JSA or demonstrate the
first steps in an example task.
Prepare some examples of simple construction tasks that
would require the completion of a JSA for learners who
have difficulty thinking up something for themselves.
Learners will need access to internet-enabled computers
for this activity. Allow them enough time to locate the
information they need.
Provide examples of building plans. If possible, include
a variety of plan types, eg site plans, electrical plans,
elevations and floor plans.
Prepare some examples of home, school or workplace
activities for learners who have difficulty thinking up
something for themselves.
The suggested order for the sequence is 3, 7, 4, 9, 10, 6, 1,
8, 5, 2.
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Activity 4.1
Legislation in your state or
territory
Activity 4.3
Australian Standards®
Activity 5.2
Construction materials

Activity 5.4
Safe use of hazardous
substances

Activity 5.5
Maintenance and safety

Activity 5.10
Planning documentation

CPCCCM1013A

Learners will need access to internet-enabled computers
for this activity. Allow them enough time to locate the
information they need.
Learners will need access to internet-enabled computers
for this activity. Allow them enough time to locate the
information they need.
Prepare some extra examples of DIY tasks for learners who
have difficulty thinking up something for themselves.
Learners will need access to internet-enabled computers
for this activity. Allow them enough time to locate the
information they need.
Learners will need access to internet-enabled computers
for this activity. Allow them enough time to locate the
information they need.
Alternatively, provide examples of safety data sheets
(SDSs) for a variety of hazardous materials.
Prepare a list of power tools or types of construction
equipment. If possible, provide images, brochures or
manuals to help learners with limited experience in building
and construction.
Learners will need access to internet-enabled computers
for this activity. Allow them enough time to locate the
information they need.
As the information provided on council websites varies, it
will be useful to review your local council’s website before
learners attempt this activity. Provide an alternative if
necessary.

Activity 6.4
Making improvements:
part 1

If learners have difficulty recalling an example of an activity
or event that they planned, volunteer an experience of your
own to start them off. Tell them what you did or would do
differently next time.

Please refer to the delivery guide at Annex B to see the mapping of activities to the unit
of competency.
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Welcome

Assessment summary
The 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.
There are two components to the assessment.
1.

An observation checklist.

2.

A planning project to be completed and submitted in stages during the delivery
period.

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

Preparation – Assessment 2
Assessment 2 consists of a series of written activities to be completed on worksheets
provided in the learner’s guide. It is divided into four stages – Parts A, B, C and D – to
be completed at specific stages in the course as per the schedule on the following
page.
A sample planning project task – the construction of a water feature – has been
provided at Annex E to this guide. Suggested answers for this task are provided in the
marking key at Annex F; however, because not all aspects of the task have a definitive
answer you will need to determine for yourself whether learners’ responses are
satisfactory.
If you choose to use this sample task for Assessment 2, you will need to duplicate and
distribute the page at Annex E as it is not included in the learner’s guide.
If you would prefer to use your own planning project task, you will need to provide:
•

an outline of a simple construction task

•

supporting documentation, eg diagrams and specifications

•

a timeframe.

© WestOne Services 2014
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Schedule – Assessment 2
We recommend that you conduct Assessment 2 in four parts, during the delivery of
this unit, as outlined in the following table. Note that Parts A–D of the assessment are
aligned with the completion of specific sections within the learner’s guide.
Section

Assessment 2

Section 1 – Introduction to planning

Part A – Identify task requirements

Section 2 – Identifying tasks
Section 3 – Making a plan

Part B – Plan steps to complete the task

Section 4 – Factors to consider
Section 5 – Organising construction tasks

Part C – Organise work

Section 6 – Problem solving and reviewing
plans

Part D – Review your planning process

You may choose to assess each part of the assessment at these times, or provide
feedback only and then undertake the actual assessment on completion of all four
tasks at the end of the unit.
It is important to provide learners with feedback on completion of each part of the
assessment, to ensure that they have developed the skills and knowledge required to
progress through to the next stage of the task. You should also schedule a meeting
with each learner on completion of Part D, to review their planning process throughout
the entire assessment.

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

Plan and organise work

Descriptor

This unit of competency specifies the outcomes required to plan
and organise individual and group work activities on a construction
site. The unit includes identifying task requirements, planning
steps and organising work.

National code

CPCCCM1013A

Employability skills

This unit contains employability skills.

Prerequisite units

Nil

Application

This unit of competency supports the attainment of capabilities
and understanding to prioritise work tasks and organise time and
resources to undertake given tasks effectively and cooperatively
with other team members.

Element 1 Identify task requirements
1.1 Task requirements are determined or confirmed and clarified to ensure correct
interpretation of specifications or requirements.

Element 2 Plan steps to complete tasks
2.1 Task is interpreted and relevant steps are identified to ensure efficient conduct of work,
and in accordance with safety (OHS), environmental requirements and quality
requirements.
2.2 Steps are planned in conjunction with others.

Element 3 Organise work
3.1 Work activity is organised with other involved personnel to ensure safe and appropriate
sequencing of tasks.
3.2 All necessary documentation related to job planning progress is completed and
recorded in accordance with workplace requirements.

Element 4 Review planning and organising process
4.1 Planning and organising of work activities is reviewed to establish the effectiveness of
the process.
4.2 Ideas for improvement are suggested and implemented in future planning and
organising of work activities.

© WestOne Services 2014
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Required skills and knowledge
Required skills
•

communication skills to:
◦◦

determine or confirm and clarify task requirements

◦◦

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

◦◦

plan steps and organise work activities with others

◦◦

use language and concepts appropriate to cultural differences

◦◦

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

◦◦

written skills to complete workplace documentation

•

evaluating own actions and make judgements about performance and necessary
improvements

•

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

•

interpret information relevant to the work activity including plans, specifications
and drawings and documentation from a variety of sources

•

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

◦◦

using time management techniques to organise and prioritise work

Required knowledge

2

•

work activity that needs to be planned and organised

•

work safety, environmental and quality requirements

•

workplace personnel that are to be involved in planning and organising tasks

•

workplace reporting requirements.
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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 plan and organise a variety of
work activities. Evidence should be collected over a period of time
in a range of general construction relevant contexts and include
dealings with an appropriate range of situations.

Context of and
specific resources
for assessment

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.

© WestOne Services 2014
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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.
Safety (OHS) is to
be in accordance
with legislation,
regulations,
codes of practice,
organisational
safety policies and
procedures, and
project safety plan
and may include:

© WestOne Services 2014

•

emergency procedures, including extinguishing fires,
organisational first aid requirements and evacuation

•

handling of materials

•

hazard control

•

hazardous materials and substances

•

safe operating procedures, including the conduct of
operational risk assessment and treatments associated with:
◦◦

earth leakage boxes

◦◦

lighting

◦◦

power cables, including overhead service trays, cables
and conduits

◦◦

restricted access barriers

◦◦

surrounding structures

◦◦

traffic control

◦◦

trip hazards

◦◦

work site visitors and the public

◦◦

working at heights

◦◦

working in confined spaces

◦◦

working in proximity to others

◦◦

working with dangerous materials

•

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.

BC2121

Annex A

5

Plan and organise work
Lecturer’s guide

Environmental
requirements
include:

Quality requirements
include relevant
regulations,
including:
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•

clean-up management

•

noise and dust

•

vibration

•

waste management.

•

Australian standards

•

internal company quality policy and standards

•

manufacturer specifications, where specified

•

workplace operations and procedures.
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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
Plan and organise work

National ID
CPCCCM1013A

Activity
Element 1 Identify task requirements
1.1 Task requirements are determined or confirmed and clarified to
ensure correct interpretation of specifications or requirements.

1.1–1.5, 2.1–2.4,
3.4, 3.5, 4.2–4.6,
5.2

Element 2 Plan steps to complete tasks
2.1 Task is interpreted and relevant steps are identified to ensure
efficient conduct of work, and in accordance with safety (OHS),
environmental requirements and quality requirements.

1.1–1.5, 2.3,
3.1–3.5, 4.1–4.6,
5.1, 5.3–5.5

2.2 Steps are planned in conjunction with others.

1.1, 1.5, 2.4, 3.4,
3.5, 4.2, 4.4

Element 3 Organise work
3.1 Work activity is organised with other involved personnel to
ensure safe and appropriate sequencing of tasks.

1.1, 1.4, 1.5, 2.3,
3.1–3.4, 4.2, 4.4,
5.1, 5.4, 5.5, 5.7

3.2 All necessary documentation related to job planning progress
is completed and recorded in accordance with workplace
requirements.

1.4–1.6, 3.4, 4.4,
5.9, 5.10

Element 4 Review planning and organising process
4.1 Planning and organising of work activities is reviewed to
establish the effectiveness of the process.

6.1, 6.3, 6.4

4.2 Ideas for improvement are suggested and implemented in future
planning and organising of work activities.

6.1, 6.2, 6.4

© WestOne Services 2014
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Activity
Required skills
communication skills to:

2

•

determine or confirm and clarify task requirements

•

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

•

plan steps and organise work activities with others

•

use language and concepts appropriate to cultural differences

•

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

•

written skills to complete workplace documentation

1.1, 1.2, 1.5,
2.1–2.5, 3.4, 4.2,
5.7

evaluating own actions and make judgements about performance and
necessary improvements

3.5, 6.3, 6.4

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

1.5, 3.2, 4.2, 4.4,
5.1, 5.5

interpret information relevant to the work activity including plans,
specifications and drawings and documentation from a variety of
sources

1.5, 2.1–2.4, 4.1,
4.3, 4.5, 5.2

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

1.1, 2.5, 5.7, 5.8

technological skills to:

1.6, 3.4, 3.5, 4.4,
5.6

•

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

•

using time management techniques to organise and prioritise
work

Annex B
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Activity
Required knowledge
work activity that needs to be planned and organised

2.1, 2.3, 3.1–3.3

work safety, environmental and quality requirements

3.2, 4.1–4.6, 5.1,
5.3–5.5

workplace personnel that are to be involved in planning and
organising tasks

1.1, 1.2, 5.7

workplace reporting requirements

3.2, 5.9, 5.10

Critical aspects of evidence

A person who demonstrates competency in this unit must be able to provide evidence of the
ability to:
plan and organise a variety of work activities.
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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 – Planning project

All

In this assessment you will create a work plan for a construction task.

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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Assessments

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:
•

identify task requirements

•

plan steps to complete tasks

•

organise work

•

review the planning and organising process

•

demonstrate the skills and knowledge required to plan and organise work.

Requirements
The ‘Plan and organise 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 ‘Plan and organise observation checklist’ in this guide.
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Plan and organise work

Assessment 1 – Observation checklist

Name

Date

I have received feedback on this assessment.

Signature

Date

Assessor’s initials
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Assessments

Plan and organise observation checklist
During the work placement, did you observe the learner:

Yes

No

N/A

Part 1 – Identify task requirements
a)

determine or confirm and clarify task requirements to ensure correct
interpretation of specifications or requirements?

Part 2 – Plan steps to complete tasks
a)

interpret task and identify relevant steps to ensure efficient conduct
of work in accordance with safety (OHS/WHS), environmental
requirements and quality requirements?

b)

plan steps in conjunction with others?

Part 3 – Organise work
a)

organise work activity with other involved personnel to ensure safe
and appropriate sequencing of tasks?

b)

complete and record all necessary documentation related to job
planning progress in accordance with workplace requirements?

Part 4 – Review planning and organising process
a)

review planning and organising of work activities to establish the
effectiveness of the process?

b)

suggest and implement ideas for improvement in future planning
and organising of work activities?

Part 5 – Skills and knowledge
a)

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

b)

interpret information relevant to the work activity, including plans,
specifications and drawings and documentation from a variety of
sources?

c)

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?

d)

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

e)

use technological skills and time management techniques to
organise and prioritise work?
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f)

demonstrate knowledge of work safety, and environmental and
quality requirements?

g)

identify workplace personnel who are to be involved in planning and
organising tasks?

h)

demonstrate knowledge of workplace reporting requirements?

Feedback to learner

8

Learner’s name:

Assessor’s name:

Learner’s signature:

Assessor’s signature:

Date:

Date:
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Assessment 2 – Planning project
Introduction
You are required to create a project plan for a construction task your lecturer will
provide. This assessment will demonstrate your ability to:
•

identify task requirements

•

plan the steps of a project

•

organise the materials, personnel, tools and equipment needed to complete a task

•

review your planning process.

Requirements and format
This assessment consists of a series of written activities to be completed on the activity
sheets provided in this guide.

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

pens, pencils

•

this guide.

Assessment due dates
Your lecturer will provide details of the due date for each part of the assessment in the
following order:
•

Part A – on completion of Section 2 of your guide

•

Part B – on completion of Section 4 of your guide

•

Part C – on completion of Section 5 of your guide

•

Part D – on completion of Section 6 of your guide.

Your lecturer will assess each part of the project and give you feedback before you
move on to the next part of the assessment.
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CPCCCM1013A
Plan and organise work

Assessment 2 – Planning project

Name

Date

I have received feedback on this assessment.

Signature

Date

Assessor’s initials
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Assessment 2 – Planning project
Instructions
Your lecturer will provide details of a construction task. Using the activity sheets
provided, create a project plan to complete the task.
Read the project brief and the instructions for each part of the assessment carefully.

Part A – Identify task requirements
Using the plans, drawings, transcripts and specifications provided by your lecturer,
complete the following activity sheets.
•

Part A – Section 1: the proposal

•

Part A – Section 2: the task

•

Part A – Section 3: the outline

Part B – Plan steps to complete the task
Interpret the task requirements identified in Part A to identify the special requirements
of the project and plan the steps. Use the following activity sheets.
•

Part B – Section 1: the requirements

•

Part B – Section 2: the steps

Part C – Organise work
Identify the materials, tools, personnel and safety requirements for each step of the
project and create a schedule for completing the task within the given timeframe. Use
the following activity sheets.
•

Part C – Section 1: organising the task

•

Part C – Section 2: the schedule

Part D – Review your planning process
Use the following activity sheet to review your planning process. Consider what
difficulties you encountered, the feedback you received and what you would do to
improve your planning in the future.
•

Part D – Section 1: plan review

Your lecturer will arrange a time to meet with you and discuss the effectiveness of your
plan and your process.
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Part A – Section 1: the proposal
You are going to attend a meeting to discuss the project.
To prepare for the meeting, consider the project proposal. What information do you need to
clarify or confirm at this meeting to successfully complete the project?
Write the name of the project and a list of questions to ask at the meeting.
Project name:

Questions:
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Part A – Section 2: the task
Using the information in the documentation provided by your lecturer, list the major elements
of the project that you are to design and construct, including details/descriptions of these
elements/features.

Use this space to sketch a design of the project.

Are there any further details that you need clarify or confirm with the clients before you can start
planning the project?
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Part A – Section 3: the outline
Create a mind map to explore the aspects of the project that you will have to research, plan and
organise.
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Part B – Section 1: the requirements
List the regulations or standards that might apply to the project and where you would find details
about them.

List any environmental requirements that must be included in your planning, preparation or work
process.

Are specialised tradespeople needed for some tasks? List the people required to complete the
project and the tasks they will perform.

List any other considerations (eg. storage of materials, access) that must be planned and
organised for the project.
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Part B – Section 2: the steps
List the steps required to complete the project. Consider the priority of each task, and an
efficient and safe sequence. Break steps into smaller sub-steps if required.
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Step

Description

Materials

Describe the steps and list the requirements for each in the columns below.
Tools and
equipment

Safety equipment

Other tradespeople/
assistance required

Review the feedback you received from your lecturer about the steps required in the project. Use this table to organise the work task in more
detail.

Part C – Section 1: organising the task

Assessments
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Step

Description

Materials

Tools and
equipment

Safety equipment

Other tradespeople/
assistance required
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2.00–
4.00

12.00–
2.00

10.00–
12.00

8.00–
10.00

Mon

Tue

Wed

Thu

Fri

Sat

Create a schedule to complete the project in the timeframe specified in the task requirements provided by your lecturer.

Part C – Section 2: the schedule

Sun

Assessments
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Part D – Section 1: plan review
Consider the feedback you have received. Were all stages of your planning effective?

Which of the process steps or tools did you find most useful and why?

What part of the process did you find the most difficult?

How would you improve your plan?
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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

Plan and organise work

CPCCCM1013A

Assessment 1

Assessment 2

Element 1 Identify task requirements
1.1 Task requirements are determined
or confirmed and clarified to ensure
correct interpretation of specifications or
requirements.

1a

Part A

2.1 Task is interpreted and relevant steps
are identified to ensure efficient conduct
of work, and in accordance with safety
(OHS), environmental requirements
and quality requirements.

2a

Part B

2.2 Steps are planned in conjunction with
others.

2b

Part B

3.1 Work activity is organised with other
involved personnel to ensure safe and
appropriate sequencing of tasks.

3a

Part C

3.2 All necessary documentation related to
job planning progress is completed and
recorded in accordance with workplace
requirements.

3b

All

Element 2 Plan steps to complete tasks

Element 3 Organise work

Element 4 Review planning and organising process
4.1 Planning and organising of work activities
is reviewed to establish the effectiveness
of the process.

4a

Part D

4.2 Ideas for improvement are suggested
and implemented in future planning and
organising of work activities.

4b

Part D
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Assessment 1

Assessment 2

Required skills
1–3, 5c

All

evaluating own actions and make judgements
about performance and necessary
improvements

4

Part D

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

5a

interpret information relevant to the work
activity including plans, specifications and
drawings and documentation from a variety of
sources

5b

Part A

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

5c

Parts A, D

technological skills to:

5d–e

communication skills to:

2

•

determine or confirm and clarify task
requirements

•

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

•

plan steps and organise work activities
with others

•

use language and concepts appropriate to
cultural differences

•

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

•

written skills to complete workplace
documentation

•

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

•

using time management techniques to
organise and prioritise work
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Assessment 1

Assessment 2

Required knowledge
work activity that needs to be planned and
organised

1–3

All

work safety, environmental and quality
requirements

5f

Part B

workplace personnel that are to be involved in
planning and organising tasks

5g

Part C

workplace reporting requirements

3b, 5h

Parts C, D

Critical aspects of evidence

A person who demonstrates competency in this unit must be able to provide evidence of the
ability to:
plan and organise a variety of work activities.
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Annex E – Sample planning project
Project outline
Project name:

Build a pond

Clients:

Richard and Mary-Ellen Piper

Meeting date:

28 January 2015

Transcript:
We’d like you to build a pond in our backyard.
We want to put our outdoor setting, which is a six-seater, next to the pond, so we can sit near it.
We have this area of grass or the space up the back and it would be OK to take out some of the
paving. We’d quite like it to look sort of natural – not a square pool or anything like that.
We want to have a few fish in the pond and some plants and lights.
I think we should have a filter to keep the water clean for the fish, and not have it get smelly.
It’s our only outdoor space, so it needs to be finished fairly quickly, not take weeks.

Shed
Fence
Paving

Grass

Sliding doors
Washing line
Lounge
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Annex F – Assessment 2 marking key
Assessment 2 – Planning project
Note: The following answers relate only to the planning project task provided at
Annex E to this guide.
These answers are provided to you as a guide only, and you should review them all
to ensure that they meet your requirements. The wording learners use need not be
exactly as written here, provided that the meaning is correct.

Part A – Section 1: the proposal
You are going to attend a meeting to discuss the project.
To prepare for the meeting, consider the project proposal. What information do you need to
clarify or confirm at this meeting to successfully complete the project?
Write the name of the project and a list of questions to ask at the meeting.
Project name:
Build a pond

Questions:
When do you need the job done?
Where do you want the pond located?
Describe the size and shape of pond you’d like.
What sort of pond do you want (features)?

© WestOne Services 2014

BC2121

Annex F

1

Plan and organise work
Lecturer’s guide

CPCCCM1013A

Part A – Section 2: the task
Using the information in the documentation provided by your lecturer, list the major elements
of the project that you are to design and construct, including details/descriptions of these
elements/features.
Pond
Near paving with outdoor setting
Natural shape
Filter required?
Lights
Need to be done quickly.
Use this space to sketch a design of the project.

Light

Filter
Light
Concrete

Are there any further details that you need clarify or confirm with the clients before you can start
planning the project?
When can we start?
How can we get materials and tools into the backyard?
Who will be there while we are working?
Is there an electrical outlet in the yard?
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Part A – Section 3: the outline
Create a mind map to explore the aspects of the project that you will have to research, plan and
organise.

Size E
shape

Features/elements

Size of
area
Other uses
of area

Pond
Location

Pond
project

Task considerations

materials
tracks
tools/equipment
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Part B – Section 1: the requirements
List the regulations or standards that might apply to the project and where you would find details
about them.
Rules about pools, ponds and safety fencing – council website.
Rules about excavating – council website or National Construction Code.
Safety guidelines/codes of practice – Safe Work Australia website.

List any environmental requirements that must be included in your planning, preparation or work
process.
Appropriate disposal of waste (rubble, sand/soil).
Conservation of water (plan properly and do things right so pond doesn’t have to be emptied
and refilled).
Consider solar-powered pump, filter, lights.
Are specialised tradespeople needed for some tasks? List the people required to complete the
project and the tasks they will perform.
Electrician to put cable in for pump, filter and lights.

List any other considerations (eg. storage of materials, access) that must be planned and
organised for the project.
Access OK down side of house.
Materials can be stored under tarp on pavers.
Tools – no storage available. Need to be taken to and from site each day.
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Part B – Section 2: the steps
List the steps required to complete the project. Consider the priority of each task, and an
efficient and safe sequence. Break steps into smaller sub-steps if required.
1.

Draw plan.

2.

Organise materials and tools.

3.

Remove pavers.

4.

Dig hole.

5.

Install electrics.

6.

Install pond.

7.

Clean up.
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Prepare area – remove pavers
from pond location including where
power will be run.

Prepare area – install power.

Dig hole for pond.

3.

4.

5.

Add sand to hole to provide level
base.

Prepare area – mark outline of
pond.

2.

6.

Order materials.

Description

1.

Step

Sand

–

Electrician to
supply

–

Pond (to trace
around)

Sand, preformed
pond, gravel,
filter, light, plants

Materials

Tools and
equipment

Shovel,
wheelbarrow

Spade, shovel,
wheelbarrow

Spade, trenching
shovel

Wheelbarrow

Pegs, stringline,
tape measure,
spray paint or
chalk

–

Describe the steps and list the requirements for each in the columns below.

Gloves, steel
caps

Gloves, steel
caps

–

Gloves, eye
protection, steel
caps

–

–

Safety equipment

Friend to assist

Friend to assist

Electrician

–

–

–

Other tradespeople/
assistance required

Review the feedback you received from your lecturer about the steps required in the project. Use this table to organise the work task in more
detail.

Part C – Section 1: organising the task
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Pack tools.

Clear all waste and tidy area.

14.

15.

Add pavers to form edging pattern.
Level and compact.

13.

Add sand around edges and water
in.

10.

Fill with water.

Partly fill with water.

9.

12.

Add filter, lights and gravel.

8.

Test filter and lights.

Put pond in hole and check levels.

7.

11.

Description

Step

–

–

Re-use pavers.

–

–

Sand

–

Filter, lights and
gravel

Pond

Materials

–

Wheelbarrow,
broom, hose

Mallet

Hose

–

Shovel, hose,
wheelbarrow

Hose

–

Level, shovel

Tools and
equipment

–

Gloves, steel
caps

Gloves, steel
caps

–

–

Gloves, steel
caps

–

–

–

Safety equipment

–

–

–

–

–

–

–

–

Friend to assist

Other tradespeople/
assistance required

Assessment marking key
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Prepare
area – mark
outline of
pond and
remove
pavers.

Continue.

10.00–
12.00

12.00–
2.00

2.00–
4.00

Delivery of
materials

8.00–
10.00

Mon

Add sand
to hole to
provide level
base.
Test filter
and lights.

Partly fill
with water.
Add sand
around
edges and
water in.

Add filter,
lights and
gravel.

Dig hole for
pond.

Continue.

Put pond
in hole and
check levels.

Wed

Prepare
area – install
power.

Tue

Clear all
waste and
tidy area.

Add pavers
to form
edging
pattern.
Level and
compact.

Thu

Fri

Sat

Create a schedule to complete the project in the timeframe specified in the task requirements provided by your lecturer.

Part C – Section 2: the schedule

Sun
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Part D – Section 1: plan review
Consider the feedback you have received. Were all stages of your planning effective?
Except for the first go at working out the steps. I missed some out.

Which of the process steps or tools did you find most useful and why?
The table for all the steps and materials. It helped me realise I’d missed some steps out and
what I needed for each bit.

What part of the process did you find the most difficult?
Thinking through all the steps and the order they needed to go in.

How would you improve your plan?
Think through the job in my head in more detail. Think about what could go
wrong. For example, if the stuff hadn’t arrived or the electrician had any
problems, I wouldn’t have been able to do the next steps on time.
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