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Welcome
Welcome to the learner’s guide for CPCCCM1013A Plan and organise work.
Planning and organising are essential skills in the building and construction industry
and are necessary for achieving high-quality results and ensuring our own safety and
that of our workmates.
In this guide you will learn how to work with others to create safe, effective and efficient
plans to ensure that work tasks are consistently completed on time and within the
terms and conditions required by employers and clients.
Areas of explanation 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.

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. You 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 you 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, you will choose from 10 trade-specific streams of units of competency that
enable you to focus your learning on a particular trade such as bricklaying, painting or
carpentry.
To progress further in the industry, beyond this introductory level, you will then need to
gain an apprenticeship in your chosen trades area, or pursue further training within the
building and construction field.
Note: If you are completing this unit as part of a different qualification, your lecturer
will give you the relevant information.

© WestOne Services 2014

BC2122

5

Plan and organise work

CPCCCM1013A

Unit overview
This unit describes the performance outcomes, skills and knowledge required to plan
and organise work.
Some basic information for this unit of competency is provided here. You can find the
full unit details at Annex A at the back of this guide.
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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.

BC2122
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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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Skills recognition and recognition of prior
learning (RPL)
You are encouraged to discuss with your lecturer any previous courses or work
experience in which you have participated so that it can be recognised. Evidence must
be provided.

Resources
No specific resources are required for this unit.

Required
You will need to provide the following:
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•

an A4 notepad

•

an A4 file for notes, handouts and printed documents

•

pens, pencils, eraser and highlighters.

BC2122

© WestOne Services 2014

Welcome

Self-checklist
As you work through this guide you should return to this checklist and record your
progress. Where you understand something and think that you can perform it ‘easily’,
congratulations. Where your response is ‘with help’ – revise the material in that section
and/or discuss with your lecturer or other learners in your group.

CPCCCM1013A Plan and organise work
Element 1 Identify task requirements

I understand
Easily

With help

Easily

With help

Easily

With help

Easily

With help

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.
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About the icons
Note that not all icons may appear in this guide.

Performance criteria

This icon indicates the performance criteria covered in a section. The
performance criteria contribute to the elements of competency that you must
demonstrate in your assessment.

Activity

This icon indicates that there is an activity for you to do.

Group activity

This icon indicates that there is an activity for you to do with a partner or in a
group.

Discussion

This icon indicates that there will be a discussion, which could be with a
partner, a group or the whole class.

Research

This icon indicates that you are to do a research activity using the internet,
texts, journals or other relevant sources to find out about something.

Case study

This icon indicates that there is a case study or scenario to read.

Think

This icon indicates that you should stop and think for a moment about the point
being made or the question being asked.

You will also see the following characters used throughout this guide, where there’s a
case study or activity that’s specific to a particular trade.

Dave
A bricklayer

Jim
A supervisor
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Emma
A painter

Liam
A tiler

Christine
An apprentice

BC2122

Katherine
A carpenter

Jeremy
An apprentice
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Section 1 – Introduction to planning
Introduction
Planning is the process of developing a strategy to complete a task or reach a goal.
When you plan, you consider all the elements of a situation or project and select the
best way to achieve a safe and efficient result.
Planning is something you do every day. You
make simple plans for meals, transport, routine
tasks, and social and sporting activities. You
organise your time, gather what you need and
communicate with others to make sure you fulfil
your responsibilities and achieve the things you
want.
Working in the construction industry requires
good planning skills to work efficiently, achieve
high-quality results and ensure your own safety
and that of your workmates.
Planning happens at all levels from the project manager to the individual tradespeople,
and all construction work, from a small house extension to a high-rise office block must
be accurately planned and work tasks identified before any construction work can
begin.

Performance criteria
1.1 Task requirements are determined or confirmed and clarified to ensure correct
interpretation of specifications or requirements.
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.
3.2 All necessary documentation related to job planning progress is completed and recorded in
accordance with workplace requirements.

© WestOne Services 2014
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Why should you plan?
Planning allows you to identify your goals, control how you achieve these goals and
successfully influence the outcome of your efforts.
There are usually limits to the amount of time, money and resources you have
available, and planning allows you to get the most out of what you have.
Planning helps you to identify:
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•

what you want to achieve

•

what’s possible in the circumstances

•

how you’re going to do it

•

the tools or materials you need

•

the extra support you might need

•

what you don’t know and need to find out

•

any potential barriers to a successful
outcome

•

what to do when the unexpected occurs.

Good planning improves:

Good planning reduces:

•

control

•

risk

•

efficiency

•

duplication of effort

•

decision making

•

cost

•

communication

•

uncertainty

•

safety

•

mistakes

•

troubleshooting.

•

waste.

BC2122
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Activity 1.1 Why do you plan?
How do you think planning affects the following factors on a construction project? Discuss with
your class and make notes below.

Decision making

Communication

Reducing waste

Planning also allows you to track your progress through a task or project. You’re able to
assess your current position at any stage and identify how close you are to achieving
your goal.

© WestOne Services 2014

BC2122

13

Plan and organise work

CPCCCM1013A

Planning in construction
Construction projects are expensive and labour intensive and it’s essential that they’re
completed on time and within an agreed budget.
Tradespeople are often paid according to the amount of work that is completed in a set
time, so good planning can have a direct effect on how much they earn. It’s essential
that tradespeople have the tools, materials and safety equipment they need each day
to make sure no time is wasted and their work can be completed safely and to a high
standard.
On a construction site, good planning allows participants to know:
•

when the task, job or project will start

•

what the job or project is and the order in which tasks will be carried out

•

how long certain stages will take and the estimated time of completion

•

the tools, equipment and materials required

•

the costs involved

•

the quality and safety requirements.

A well-planned construction project will be completed faster and cost less than a poorly
planned one. This has a direct effect on the reputation of a building company or an
individual tradesperson.

14
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Types of plans
The most common types of plans used in building and construction are listed here.
Type of plan

Purpose

Example

Strategic plans

•

determine the future direction
of an organisation and provide
guidelines about the required
outcomes of subsequent
plans at all other levels of the
organisation.

The company will
develop residential
subdivisions in suburban
areas within 10–20 km of
the city centre.

Long-term plans

•

usually cover activities that span
a period of one to five years and
are established in accordance
with strategic plans.

The company will
develop five residential
divisions in the western
suburbs in the next five
years.

Short-term plans

•

are designed to be used over
a short period of time, normally
less than a year.

The company will
develop a housing
division of 20 houses by
the end of the year.

Operational plans

•

provide details of what has to
be done to achieve specific
objectives of a project.

The electrician and the
plumber will complete the
installation of in-ground
services before the
concrete slab is poured.

Specific plans

•

are developed when undertaking
an individual or specific task,
such as the development of a job
safety analysis (JSA).

Edge protection and
safety harnesses will be
provided for the roof tilers
before they start work.

Standing plans

•

cover common and ongoing
issues like evacuation
procedures or the process to be
followed when an employee is
reprimanded.

In case of fire, all
workers will evacuate
the site through the main
entrance.

Contingency
plans

•

are alternative plans that can be
used if something unexpected
occurs and a task is stopped or
delayed.

A different supplier will be
contacted if the delivery
of materials is delayed or
cancelled.

On a construction site, tradespeople will be concerned primarily with operational,
specific and contingency plans in their day-to-day employment. Strategic, long-term
and short-term planning are usually done by senior management. Standing plans apply
to everyone within an organisation.

© WestOne Services 2014
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Activity 1.2 Types of plans
Write a sample of each type of plan as it might apply to your own career. An example of each
type has been done for you.
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Strategic plan

Become an architect.

Long-term plan

Complete architecture degree.

Short-term
plan

Pass all units in first year.

Operational
plan

Enrol in semester one units.

Specific plan

Complete enrolment form.

Standing plan

Catch 8.30 am train to campus.

Contingency
plan

Enrol in Certificate IV in Drafting.

BC2122
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Tools for planning
Different activities require different types of plans and the more complicated the task or
project, the more organised you need to be. There are many tools that can help you in
the planning process.

Diaries and calendars
You can manage your time using diaries and calendars. You can use them to organise
your work and social activities or you can have a dedicated work diary to organise
project-related tasks and information.
Electronic diaries and calendars are built into most smartphones, laptops and tablets.
They contain many useful functions that can help with project planning. Both paper
and electronic diaries are small and portable. This makes them particularly useful for
tradespeople who work at different locations and move around construction sites.

Lists and checklists
Making a list is the simplest way to plan something. Lists are a series of connected
items or tasks written consecutively and usually used as a reminder. You can use a list
to, for example, itemise the tools, equipment and materials you need for work the next
day.
A checklist has more information than a simple list and usually includes checkboxes to
show that a task has been completed. Information about timelines, priorities and who’s
responsible for an item is sometimes included on a checklist.

Task

© WestOne Services 2014

Due Who

 Gather tools
 Trowel
 Shovel
 Spirit level
 Straight edge

11/6 Dave

 Hire equipment
 Cement mixer
 Wheelbarrow
 Pack barrow

23/6

BC2122
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Mind maps
A mind map is a visual tool used to brainstorm ideas and identify the major elements
of a task or idea. It is very useful when starting a plan for a complex project. A mind
map starts with a word, task or topic and associated ideas radiate out in branches and
sub-branches.

Contact
landscaper

$

size?

Choose bricks

colour?

RED
quantity?

Measurements
Need to measure?
On plans?

Build fence

Delivery date

Mortar type

Gate?

Mix ratio

Australian
Standard®?

Mind maps allow you to explore an idea without getting too caught up in details. They
are also a good way of identifying the parts of a process that can be overlooked in
more linear planning.

18
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Activity 1.3 Mind map
Imagine that you’ve decided to buy a car. Create a mind map that explores all the elements you
may have to consider to complete the task.

Buying a car

© WestOne Services 2014
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Flowcharts
A flowchart is another tool that uses diagrams to represent and organise ideas when
planning a task or project. A flowchart shows sequences of actions and can be helpful
in communicating both simple and complex work plans.
A simple task with a set of sequential steps (ie where one step immediately follows
another) could be represented by a shape with connecting arrows as illustrated below.

Measure
room.

Calculate
number of
tiles needed.

Order
tiles.

A flowchart can be expanded to show a more detailed breakdown of tasks by showing
the sub-steps of each section of the chart.

20

Order
materials.

Organise
delivery.

Check
budget.

Check
dates.

Get
quotes.

Arrange
access.

BC2122

Organise
storage.

On
site

Off
site
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A flowchart can also clearly represent a situation where there may be more than one
outcome to a step and provide information for the different options.

Build cabinet frame.

Pipes
installed?

NO

Call plumber to
install pipes.

NO

Measure
wood.

YES
Prepare wood.

Wood
measured?

YES
Cut wood.

In the construction industry there can be many complex steps involved in completing
a task and some decisions will depend on a variety of conditions. A flowchart is an
excellent way of quickly and clearly communicating a plan to others.

© WestOne Services 2014
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Activity 1.4 Flowchart
Think of a simple task – like cooking a meal or doing the laundry. Create a flowchart that shows
the steps (and sub-steps if necessary) you have to follow to complete the task successfully.

22
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Spreadsheets
Spreadsheets were originally developed to be used for
bookkeeping, but they can also be used for scheduling,
timetabling, estimating and costing, and many other
planning tasks that are required in the construction industry.
Spreadsheets allow you to manipulate data, especially
numerical data. They are most useful where a set of
calculations needs to be made many times, using different
data. For example, a builder might have all their materials
listed on one spreadsheet with the costs for each item.
Once the format is established, the spreadsheet can be
used over and over to calculate costs for varying quantities
or suppliers.

Gantt charts
A Gantt chart is a bar chart that is used regularly when scheduling projects. It shows
the start and finish dates of each task and their relationships to one another. A Gantt
chart shows tasks that can be done at the same time and tasks that depend on the
completion of other tasks.

Gantt charts are usually created on a computer using specialised software. They can
provide useful details about individual steps and overall timelines. You can also make
changes to one part of the plan and the rest of the plan updates automatically.

© WestOne Services 2014
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Forms
In the construction industry there are a number
of standardised forms that are used regularly
when planning work tasks. A job safety analysis
(JSA), for example, is a form that must be
used to identify potential safety hazards before
starting a task that is new to the site, project or
tradesperson. When completing a JSA, a task is
broken down into steps and the hazards for each
step and methods for eliminating the risk are
identified.
This type of planning is often mandatory
(compulsory) on a construction site to ensure the
safety of all workers.

24
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Activity 1.5 Filling out a JSA
Think of a relatively simple task on a construction site that requires several steps, eg moving a
stack of timber.
Using this simplified JSA, list the job steps, the hazards for each step (ie how you could hurt
yourself) and what you would do to control the risks.
Date:

JSA number:

Site name:

Contractor’s name:

Activity:
Activity (job steps)

Hazards

Risk control measures

1.

2.

3.

4.

5.

© WestOne Services 2014
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Software
You can do most planning electronically –
from simple ‘to-do’ lists and day planning to
complex schedules. There are many software
applications available for computers, tablets
and smartphones that can help you set
up a plan and make changes as the task
progresses. They can also provide alerts
and reminders, and create tracking and
documentation.

Activity 1.6 Planning software
Use the internet to find some examples of software or apps that could be used for planning.
Write the name of the software and a brief description of what it does and what it could be used
for on a construction project.

26
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Section 2 – Identifying tasks
Introduction
The first step in successful planning is to identify clearly the outcome you hope to
achieve and the details of any special requirements or restrictions that exist. When you
plan a work task in the construction industry, you must know exactly what you have to
do. It’s not enough to simply say, ‘I have to build a wall.’ You must know, for example,
what type of wall is required, how big it is to be and where it should go.
Information and instructions about what needs to be done can come from many
different sources and it’s important you know how to access this information and that
you’re sure that you have a clear understanding before you begin to make plans.

Performance criterion
1.1 Task requirements are determined or confirmed and clarified to ensure correct
interpretation of specifications or requirements.

© WestOne Services 2014
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Identifying tasks and requirements
When you identify a task to be done, you’re determining
the exact result that you or someone else (employer,
supervisor or client) wants so that you can work out what
needs to be done to accomplish it.
On a construction project, the result (or ‘deliverable’)
might be as complex as a completed building or as
simple as a cabinet installed on a bathroom wall. The
process of determining the outcome and identifying the
requirements is largely the same.
To create a plan, a construction worker starts with the following questions.
•

What has to be done?

•

Where will it take place?

•

When will it be done?

•

Who will be doing it?

•

How will it be done?

The trick to good planning is finding clear and detailed answers to these questions
before you begin the task.

Activity 2.1 Identifying a task
Liam has asked Christine to complete a task on site.
Read through his instructions and find the answers to the
questions. Write them in the table.
‘Christine, the tiles have just been delivered. Use the
wheelbarrow to move them to the kitchen. I really need it
done by lunchtime.’
What?
Where?
When?
Who?
How?

28
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Getting information
There are many sources of information that can be accessed when you’re identifying
and clarifying work tasks. To find the information you need to plan a work task for
a complete project or just your day-to-day activities, you can do some or all of the
following.
•

Read plans and specifications.

•

Listen to and read instructions.

•

Attend toolbox meetings and safety and
information meetings.

•

Ask questions.

•

Talk to workmates.

•

Ask for advice from more experienced
tradespeople.

Plans and specifications
Plans and specifications are the written
documents used to communicate the design and
technical details of a construction project to the
builder and the tradespeople involved.
Plans are the drawings created by a
specialist like an architect, designer or
engineer – sometimes in consultation with the
client. There are many types of plans including
site plans, electrical plans, elevations and floor
plans.

Activity 2.2 Reading plans
Your lecturer will provide you with a set of plans for a construction project. Read the plans and
list some of the types of information they show.

© WestOne Services 2014
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Specifications are documents that outline specific information that can’t be shown or
described in detail on the plans or drawings. The following are examples of the type of
information you might find in a specification:
•

paint colour

•

floor and wall tile type, size and colour

•

electrical fittings

•

fixtures such as basins and toilets

•

fittings such as taps and mixers.

When you plan a task, you use the information provided on the plans and specifications
to identify what you’re building, the dimensions of the various elements, where the
building will be built and the materials you must use. This information is essential for
scheduling tasks, obtaining or preparing tools and equipment, and ordering materials.

Instructions
Instructions are directions or orders that you receive either verbally or in written form.
Depending on your role on a construction site, you’ll receive instructions from different
people. A builder or site manager will communicate directly with the architect or the
client, whereas a tradesperson may receive instructions from an employer, foreperson
or supervisor.
You need clear and complete instructions to establish the task you’re going to be doing
before you start planning, so it’s important to pay attention, develop good listening skills
and ask as many questions as necessary, to make sure you have all the information
you need and that you understand what you’ve been told.

30
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Activity 2.3 Identifying task requirements
Read the following instructions for building a wall.
‘Build a garden wall out of the standard bricks in the storage shed. You’ll have to dig a hole and
then pour the concrete footings which must be 300 mm wide, 250 mm deep and 5000 mm long.
Build the wall in the centre of the footings, leaving a space of 100 mm at each end. The wall
must be 1200 mm high. The mortar you use to lay the bricks must be mixed at a ratio of 6 parts
sand, 1 part cement and 1 part lime.’
Identify the five main tasks, the materials to be used and the measurements of each element of
the wall.
Main tasks

1.
2.
3.
4.
5.

Materials

1.
2.
3.
4.
5.

Measurements

Volume of concrete for footings (Hint: L × W × H)
Wall height:
Wall length:
Ratio of mortar:
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Clarifying and confirming understanding
When you receive instructions, you must make sure you’ve interpreted them correctly.
There are serious and costly consequences when misunderstandings occur in the
construction industry.
Clarifying means literally ‘to make clear’
and when you clarify information, you’re
attempting to obtain the complete meaning
of that information. If you’re asked to paint a
room, you would need to clarify which parts
of the room you’re meant to paint – the walls,
ceiling, skirting boards or cupboards.
You can clarify your understanding of what
you’re meant to do on a construction task by
using some or all of the following techniques:
•

asking for more information

•

asking the speaker to repeat what they said

•

reading plans, specifications and instructions, and making notes

•

researching in trade publications or on the internet

•

asking a more experienced workmate

•

checking documentation like legislation, standards, policies and procedures and
manufacturers’ specifications.

Case study – Clarifying a work plan
Emma must finish painting tomorrow and she needs to clarify the remaining
tasks but she hasn’t seen her supervisor or the client for a couple of days.
She knows there have been some changes (amendments) to the
specifications but she hasn’t been given any information about them.
Without an up-to-date copy of the specifications, Emma doesn’t know if
the ceilings in both bathrooms have to be painted and she is unsure which
colour the client has chosen for the skirting boards in the master bedroom.
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Activity 2.4 Clarifying a work plan
Discuss with a partner what Emma could do to clarify the task requirements. Write your
suggestions below.

When you confirm information, you’re checking the correctness of your understanding.
You might say something like, ‘The skirting boards will be painted white. Is that
correct?’
You can confirm that you’ve understood information or an instruction by:
•

paraphrasing – repeating in your own words

•

summarising – stating the main points

•

asking simple, closed questions, ie questions that can be answered with a yes/no
or in a few words.

© WestOne Services 2014

BC2122

33

Plan and organise work

CPCCCM1013A

Activity 2.5 Clarifying and confirming
Read the following statements and decide if they are examples of clarifying or confirming tasks.
Circle the correct answer.
When are you going to paint the wall?
clarifying

confirming

You did you finish cutting those rafters, didn’t you?
clarifying

confirming

Are you using the rectangular or square tiles in the bathroom?
clarifying

confirming

Did you pick up the nail gun from my ute?
clarifying

34
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Introduction
Once you know exactly what you have to do, you can begin to plan the details of how
to do it. In this section, you’ll find information to help you:
•

break down tasks and identify individual steps

•

decide the priority of each step

•

arrange the steps in a logical order

•

create a schedule to make sure the task or project is completed within the agreed
timeframe.

Performance criteria
1.1 Task requirements are determined or confirmed and clarified to ensure correct
interpretation of specifications or requirements.
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.
3.1 Work activity is organised with other involved personnel to ensure safe and appropriate
sequencing of tasks.
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Breaking down the task
Many tasks in the construction industry are complicated and can be affected by a lot of
variables. This can be overwhelming and if you don’t plan carefully, you might waste a
lot of time and effort.
You can make tasks easier by breaking them down into smaller and more manageable
steps. For example, if you’re making a sandwich, you could break the task into three
smaller tasks.
Get the ingredients.

Put the ingredients
together.

Clean up.

These tasks could then be broken down into even smaller steps.

Get the ingredients.

Get the ingredients
from the pantry
(bread, salt).

+

Get the ingredients
from the fridge
(butter, ham,
cheese).

As you break the task down, each step becomes simpler and more details are
identified. You’ll be able to create groups of similar steps.
Instead of walking backwards and forwards between the cupboard and the fridge, you
can plan only one trip to each. This will save you time and effort.

36

BC2122

© WestOne Services 2014

Section 3 – Making a plan

Activity 3.1 Breaking tasks down
Choose a simple task like cleaning a toolshed. Write a description of the task, then list the steps
required to complete it in the column on the left. In the right-hand column, break each step down
into smaller steps if possible.
Task:
1.

a)
b)
c)
d)

2.

a)
b)
c)
d)

3.

a)
b)
c)
d)

4.

a)
b)
c)
d)

5.

a)
b)
c)
d)
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Prioritising
Prioritising means deciding which tasks need to
be done first, either because they are the most
important or the most urgent. Prioritising is an
essential part of planning your work tasks if you want
to use your time effectively.
When creating a plan, you’ll need to define which
tasks have to be done immediately (urgent) and
those that need to be done (important) but can be
postponed if necessary. We can rate tasks using a matrix like the one below.
High
Urgent,
important

Not urgent,
not important

Not urgent,
important

Urgency

Urgent,
not important

Low
Importance

Low

High

This matrix can help you to establish which tasks are important, which are urgent and
which are both important and urgent and should therefore be done first.
Here’s an example of this matrix in use.

Urgency

High

•

Check that timber
will be delivered
tomorrow.

•

Call the hire
company to book
a generator for
Tuesday.

•

Return phone call
from supplier.

•

Confirm window
measurements.

•

Fix hinges on
laundry door.

•

Discuss annual
leave plans.

•

Fit fascia to back
verandah.

•

Plan meeting.

Low
Low

38
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Sometimes you attend to tasks first because they appear urgent, eg answering the
phone and getting into a long discussion with the caller. These tasks get your attention
but are not necessarily important and they stop you from completing tasks that seem
less urgent, like erecting the scaffolding for the next day.
Obviously everything is relative. In the matrix on the previous page, the tasks in the
low urgency, low importance box still need to be done. It’s just that they aren’t a safety
concern and they aren’t preventing the job from progressing, so at the moment, they
are neither important nor urgent. At a later date, perhaps when the painter is due on
site, these tasks might become urgent and important.
You must also be able to identify the tasks that are neither important nor urgent, so you
don’t waste any time on them.

Activity 3.2 Prioritising: part 1
Katherine and her team have to demolish a small garden shed before they
can start building a pergola. The building must start on schedule so they
want to complete the demolition as efficiently as possible. Katherine must
consider the safety of her team when she is creating a plan.
Read the list of Katherine’s tasks below and decide if they are important (I),
urgent (U) or neither (N). Indicate your choice by writing I, U or N next to
each task. Some might be both important and urgent.
Task

I, U or N

Confirm measurements for pergola.
Erect safety barricades around the shed.
Call the supplier to confirm delivery of acrylic roof sheeting.
Fix faulty guard on angle grinder.
Clean out contents in shed.
Arrange farewell party for Jeremy.
Complete a JSA for demolishing shed.
Check safety tags on electrical leads are up-to-date.
Cut through the padlock on the shed door.
Get quotes for car insurance.
Report progress to site supervisor.

Once you’ve identified the importance and urgency of the tasks, you can decide the
order in which they should be done.
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Activity 3.2 Prioritising: part 2
Using the list in part 1, create a work plan for Katherine by putting the tasks into a list from
highest priority to lowest.

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.

Sequencing
A sequence is a set of elements or actions that follow each other in a logical order.
A word is a sequence of letters, a cartoon is a sequence of images and music is a
sequence of notes. The order elements are put into determines the outcome.

When you sequence tasks, you decide the logical order for each step (or set of steps).
Some steps must be done in a specific order, eg you can’t dry the dishes before you
wash them, while others can be organised so that the best use of time and resources is
made.
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Activity 3.3 Sequencing tasks
Dave is working on a small house extension and has given his apprentice,
Jeremy, instructions for a bricklaying task.
Look at the list of steps Jeremy must complete and put them into a logical
order or sequence. Think about which steps must be done before others.
List the steps in the correct order by numbering them 1–10 in the left-hand
column.
Mix the mortar.
Set up the stringlines for alignment and levels.
Get the bricks you need and put them in position ready to use.
Put away the tools.
Clean up the work area when you are finished.
Cut the bricks.
Put on your PPE.
Lay the bricks to the required height.
Get the brick cutter from the storage shed.
Set up the cement mixer.

When you plan the sequence of tasks on a construction project, you take into account
the different tradespeople who may be on site at the same time. For example, a
plumber and an electrician can often work around each other when installing cables
and pipes, but it’s almost impossible for bricklayers and roof carpenters to work
together, because the roof is constructed on top of the brickwork.

Finding the most efficient sequence for each step can also help avoid costly mistakes.
If a concreter pours the concrete slab of a house before the plumber arrives to install
the drainage pipes that go under the slab, the slab might have to be demolished for the
pipes to be installed.
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Scheduling
A schedule is an organised list of start and finish times for events or activities. Class
timetables, television program guides and movie listings are all types of schedules you
might have seen or used. If you use a diary or calendar to organise your time, you’ve
created a schedule.
Scheduling is a very important part of creating a plan for a construction project as there
are always restrictions on the time available and there are usually a lot of different
tradespeople starting and finishing tasks at different times. A schedule helps you to
make the most efficient use of the time you have.
A construction schedule includes the following information:
•

the start and finish dates for the project

•

the tasks to be completed and the order in which they are to be done

•

when each task is to start and an estimate of how long it will take to complete

•

the relationship (dependencies) between tasks.

Estimating the time a task will take can be difficult when you’re doing something for the
first time, but you’ll get more accurate as you gain more experience.
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Activity 3.4 Creating a schedule
Use the planner below to create a schedule for yourself for the week ahead. Include the
following information:
•

classes and work placement

•

appointments and meetings

•

time for study and research

•

routine tasks (shopping, cleaning)

•

routine events (regular recreation or sporting activities)

•

special events (holidays, social occasions).
Mon

Tue

Wed

Thu

Fri

Sat

Sun

8.00–
9.00
9.00–
10.00
10.00–
11.00
11.00–
12.00
12.00–
1.00
1.00–
2.00
2.00–
3.00
3.00–
4.00
4.00–
5.00
5.00–
6.00
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Deadlines and milestones
A deadline is the latest possible time a task or project can be completed. You will have
experienced a deadline at school when you had to submit an assignment at a specific
time or date.
In the construction industry, the consequences of not meeting a deadline can include
the following.
•

There are significant extra costs on a project that runs over time. On large projects
there can be many thousands of dollars in overrun costs for each day past the
agreed completion date.

•

Some contracts include large fines for unmet deadlines and the amount can
increase the longer the delay continues.

•

The reputation of a company or individual tradesperson is damaged and this can
affect the amount of work available in the future.

A milestone is the end of a significant phase in a task or project, like finishing the first
draft of an essay. Reaching a milestone gives you an opportunity to do the following.
•

Check your progress and make sure you’re keeping to your plan.

•

Check for problems, make corrections and update your plan if necessary.

•

Make decisions about the next stage of the task or project.

On a construction project, builders usually get paid at set milestones. One common
stage is at ‘plate height’ which is when all the bricklaying is finished and ready for the
roof construction to begin. By planning well and therefore knowing when these stages
will be completed, the builder is able to control his cashflow.
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Activity 3.5 Meeting deadlines
Think about the deadlines you’ve had in the past. They may have been assignments at school
or work tasks. In a small group, discuss your response to having a deadline. Consider the
following questions.
•

Do you work steadily towards your final goal or leave everything to the last minute?

•

Do you set up a schedule?

•

Do you break the task up and set a series of smaller goals (milestones)?

•

Have you ever missed an important deadline? What were the consequences?

Make notes below.
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Section 4 – Factors to consider
Introduction
There are several common factors that affect
every task in all sectors of the construction
industry. These must be considered in the
planning process.
All workers, including employers, project
managers and tradespeople have
responsibilities relating to safety, quality
requirements and the environment. These are
legal obligations that must be addressed in
your planning.

Performance criteria
1.1 Task requirements are determined or confirmed and clarified to ensure correct
interpretation of specifications or requirements.
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.

Legislation, Regulations and codes of practice
Legislation and the supporting Regulations are the laws made by federal, state and
territory governments about all aspects of the construction industry, including working
conditions, and quality and safety requirements. Codes of practice provide practical
advice on how the laws should be applied.
You need to be aware of the Regulations that apply to your state or territory and
consider these legal responsibilities when you’re planning a task or project, no matter
how small. An individual contractor completing an everyday task like tiling a floor must
still comply with laws about work health and safety (WHS) and waste management,
and plan accordingly.

© WestOne Services 2014

BC2122

47

Plan and organise work

CPCCCM1013A

Activity 4.1 Legislation in your state or territory
Use the internet to research the legislation and Regulations related to building and construction
in your state or territory. Make sure they’re the most current versions. Write their names and
dates in this space.
Don’t forget to look for WHS legislation.

Safety
The safety of everyone involved in a task or
project must be considered in your planning.
Safety is not only a legal obligation; it also has an
effect on efficiency and cost. Just because you’re
working quickly doesn’t necessarily mean you’re
working safely, and injuries and days off work
will have a significant impact on workflow and
schedules.
Planning to work safely includes identifying any potential hazards that might be
associated with the tasks you intend to complete. Work activities that are known to be
hazardous, like working at height or in confined spaces, have usually been identified
by builders and tradespeople with years of experience. Safe work method statements
(SWMSs) have been created to describe the correct way to undertake these tasks.
When these are not available, a JSA should be completed as part of your planning
process.
Some larger projects require the development of a full safety plan but any construction
task planning may need to include:
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•

barricades and signage

•

safety equipment

•

personal protective equipment (PPE)

•

first aid equipment and training

•

evacuation and emergency procedures.
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Activity 4.2 Planning for safety
With a partner, discuss the safety measures you would have to plan for the construction tasks in
these photos.
List the measures you’ve identified below.

Installing roof tiles

Moving pallets of
bricks

Digging a drainage
ditch

Working with
chemicals
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Quality requirements
The materials used in construction projects and the work a tradesperson completes
must meet certain standards. These are called quality requirements and details of
these can be found in:
•

legislation and codes of practice

•

Australian Standards®

•

company policies and procedures

•

manufacturers’ specifications.

In brickwork, for example, it is common to specify that no damaged, chipped or
discoloured bricks are to be used and that the face of the bricks are to be kept clean
and free of excessive mortar.
Building companies that build houses in the higher (more expensive) end of the market
will usually specify higher standards for the quality of work they require than companies
that build houses for the lower end of the market.

Australian Standards®
Australian Standards® are sets of nationally recognised documents that set out
the quality requirements, procedures and materials for products and services in all
industries. In construction, they ensure that individual building methods and materials
are safe and reliable, and do the job they are meant to do.

Activity 4.3 Australian Standards®
Use the internet to find three examples of Australian Standards® applicable to the construction
industry for the trade of your choice. Write their full names below.

1.

2.

3.
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Workplace policies and procedures
Policies and procedures are documents developed by companies to let workers know
how work should be done and what standards of work, equipment and materials
are required. They ensure that laws and Regulations are followed and company
requirements are met.
These policies and procedures vary between companies and worksites. It’s essential
to know what they are and how they affect the decisions that must be made when
planning a task or project. If, for example, a company has a policy that prohibits the use
of mobile phones on a worksite, you must find an alternative method of communication
for the site during the planning process.
It is particularly important to follow procedures developed for safety and emergency
response.

Activity 4.4 Policies and procedures
In a small group, discuss the types of policies and procedures that you might have to consider
when planning a task on a construction site. Make a list of these below.
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Manufacturers’ specifications
Quality requirements also relate to manufacturers’ specifications. For example, a
manufacturer of ceramic tiles might specify certain adhesives to be used when tiling on
different surfaces. Not meeting this requirement may result in failure of the product and
void the manufacturer’s warranty.
Your planning must allow for any extra time that may be required to meet any specific
quality requirements.

Activity 4.5 Quality requirements
Read the sentences about quality requirements below then tick ‘true’ or ‘false’ for each one.
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Quality requirements refer to the materials used and have
nothing to do with the quality of work.



true



false

All materials must meet quality requirements or standards.



true



false

Company policies and procedures are not quality requirements.



true



false

Manufacturers’ specifications must be followed when using their
products or materials.



true



false
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Protecting the environment
You have a legal obligation to avoid or reduce any impact on the environment
whenever possible. Part of the planning process is to put strategies in place to deal
with the pollutants and rubbish created by construction tasks and to minimise waste of
materials and resources.

The following are some of the issues you need to consider in your planning.
•

Any toxic liquid waste created must be contained, collected and transported to
specific waste facilities.

•

Any dust created with, for example, power tools or cutting equipment must be kept
to a minimum by the use of water sprays or vacuum attachments to avoid health
concerns for workers and pollution of the environment.

•

Any litter from material packaging or lunch wrappers and drink containers must be
disposed of responsibly. Plan to supply rubbish bins so that construction workers
can dispose of their personal waste.

•

Any waste or unused material must be recycled where possible.

•

All stormwater needs to be diverted to areas where it can naturally drain or into
stormwater drains.

Just as architects and designers incorporate energy-efficient concepts into the
design of new buildings, many construction companies also have policies that specify
environmental protection measures they want to use during their work, such as:
•

efficient use of water

•

efficient use of energy

•

recycling of all waste products.
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Activity 4.6 Environmental planning
Read the list of items below and tick the environmental items that must be considered when
making plans for a construction project. Suggest an example of how this could be done. The
first one has been done for you.
Local waterways (rivers, creeks, lakes
and wetlands)



Ensure all liquid waste is properly
contained.

Bushland or forests

Bus stops and train stations

Stormwater drains

Commercial zones

National parks

Flora (plants) and fauna (wildlife)

Recreation areas

Air quality

Mineral deposits

Landfill
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Introduction
It takes a lot of organisation to make
sure that everything runs smoothly on a
construction site and that everybody is
working safely and efficiently.
In this section, you’ll find information about
some of the areas that must be organised
before you begin a task or project, as well
as while you’re completing the work. These
include:
•

housekeeping

•

materials

•

tools and equipment

•

other workers

•

records and documentation.

Performance criteria
1.1 Task requirements are determined or confirmed and clarified to ensure correct
interpretation of specifications or requirements.
2.2 Steps are planned in conjunction with others.
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.
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Housekeeping
Housekeeping is the term used to describe the activities required to keep a worksite
clean and organised. State and territory Regulations usually require a site to be in a
clean condition as this has a direct effect on efficiency and safety. It is the responsibility
of all construction workers to make sure they know the site policies and procedures for
maintaining a tidy, organised and safe workplace.
There are many details to plan for when managing the housekeeping of a worksite
including the following.
•

What safety elements (signs, guards, barriers) are required?

•

Are there bins to collect general waste? Are different types available for recycling?
Where will they be placed on site?

•

Where will materials be stored?

•

Where will tools and equipment be stored? How will they be maintained?

•

Is there clear access for the movement of workers, machinery and vehicles?

Activity 5.1 Housekeeping
Even if you are planning a simple task like cutting timber to build a deck, you must consider
the housekeeping responsibilities that may be involved. Make a list below of the housekeeping
requirements for building a deck.
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Materials
Determining what materials are needed for a task and making sure they’re on site
when they’re needed is a vital aspect of all construction tasks. The planning required
for materials includes the following.
1.

2.

3.

Using the information contained in the plans and specifications to identify the:
a)

materials needed

b)

details of preferred type or brand

c)

required characteristics (eg size, quality, fire resistance)

d)

quantity needed.

Finding suppliers and contacting them to:
a)

compare costs

b)

make sure the materials will be available in the quantity required.

Using the schedule to organise delivery so that materials are available on site
when required. A builder with good planning skills will organise materials to arrive
on site just before the tradesperson who needs them is ready to start. This will
help to make sure the materials are not in the way, stolen or damaged.
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Activity 5.2 Construction materials
Use the internet to find a do-it-yourself (DIY) building project.
Some examples of projects you might find include how to:

•

build a letterbox

•

build a garden chair

•

restore an old bookcase

•

create a fruit crate coffee table.

Name your project and list the materials you will need and the quantity, and the name of a
supplier in your area for each type of material.
Name of project:
Material

Quantity

Supplier

You may have to organise the storage of materials when they arrive and how to move
them by considering the following questions.
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•

Do they need to be protected from the weather?

•

Will machinery be required to move the materials to where they are required?

•

Are they safe from theft? Will they need to be locked up?

•

Are the materials likely to be damaged where they are stored?

•

Have you followed the manufacturer’s storage instructions?
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Minimising material waste
Minimising material waste is another advantage of good planning as it:
•

saves money on materials

•

saves the cost of disposing of excessive waste

•

is better for the environment.

Activity 5.3 Reducing waste
With a partner, discuss the steps you could take to reduce material waste.
List three suggestions below.

1.

2.

3.

Safe handling of materials
You must also consider the safety of every person using the materials. Do you
have safety data sheets (SDSs) relating to the materials you’re using? An SDS is a
document that provides health and safety information about products, substances or
chemicals which are classified as hazardous. An SDS is available for every hazardous
substance you use at work. On it you can find information about what the substance is
used for, what safety equipment is needed, what to do if first aid is needed, and how to
store and dispose of it safely.
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Activity 5.4 Safe use of hazardous substances
Use the internet to find an example of an SDS. Read through it then write the name of the
substance below. List four issues you would have to address if you were planning to use it.
Name of substance:

1.
2.
3.
4.

Tools and equipment
Most tasks on a construction site need tools and equipment. In your planning you
must make sure that they are suitable for the task and available when you need them.
You should also consider safe and suitable transport and storage of the tools. Most
important of all, you must make sure that all tools and equipment are in safe working
order.

Sometimes very specialised or expensive tools and equipment might be hired for
particular tasks. Booking these items in advance to ensure their availability is also part
of the planning process.
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Activity 5.5 Maintenance and safety
Break into a small group of three or four people. Select a power tool or piece of equipment used
in construction. Discuss the planning considerations for this tool with your group.
Write down its name and make notes from your discussion below.
Name of tool or equipment:
Maintenance required

PPE required

Storage and transport requirements

Safety requirements

Procedure for problems or faults
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Communication equipment is often used on construction sites. It has its own particular
planning requirements to ensure safe and effective use. Explore some of these in the
activity below.

Activity 5.6 Communication equipment
With a partner or group, discuss when you would use the following types of communication
equipment on a worksite and what planning and organisation might be required to use them
safely and effectively. Make notes below.

Mobile phone

Two-way radio

Working with others
You’re likely to have to communicate with other people who are doing part or all of
the task, job or project you’re planning. Sometimes start dates and times for tasks will
need to be negotiated with other tradespeople to fit in with their schedules. This can
sometimes be a difficult process due to tradespeople being involved in many different
jobs or projects at the same time.

Case study – Working with other tradespeople
Jim was supervising a bathroom renovation and created a schedule that
included his preferred carpenter, Katherine. When Jim contacted
Katherine, he found out that she was going on holiday and wouldn’t be
available on the dates he’d set out for installing the cabinets. Jim had
arranged for Liam to start the tiling immediately after Katherine was due
to finish.
Jim was very disappointed as he’d worked with Katherine on many
projects and knew that she always did quality work.
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Activity 5.7 Working with other tradespeople
Discuss with a partner the options Jim has to overcome this problem.
Make a list of the alternatives Jim could consider.

Working well with others might involve:
•

negotiating or overcoming difficulties with others when planning

•

planning your own tasks effectively so you can start and finish on schedule, and
other tradespeople and the project itself are not delayed

•

keeping other tradespeople informed of progress or delays so they know when
they are needed on site, eg knowing when the electrician will complete the wiring
means the plasterer can be told when he will be able to start plastering the walls

•

working efficiently and to the best of your ability to produce a great product
everyone is happy with.

Good communicators
Good communication is essential when working
with others to plan, organise or complete a task
or project. A good communicator is aware that
everyone is different, and makes an effort to adapt
the way they communicate to suit the listener or
the situation.
On a construction site you may be working with
people from different backgrounds and with
different abilities and you may have to adjust your
plans to include strategies for helping others to
make sure everyone is safe and comfortable on
the worksite.
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Activity 5.8 Individual differences
What might you do when planning and organising tasks to ensure that the following individual
differences do not become barriers?
Note your ideas below then compare your thoughts with a partner.
A person from a
non-English-speaking
background

Someone who is
dyslexic

A person with a
hearing impairment

Someone who is
much older and
more experienced
than you
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Reporting and documentation
Keeping accurate records of a construction project is essential. Your planning
documents are an important part of this record keeping. As you have seen, when
you make plans, you keep track of what you’re doing (task lists), what you’re using
(materials lists), how long it takes (schedules) and what it costs (budgets).
You create documentation when you’re planning to:
•

be organised

•

give direction

•

provide information

•

communicate with others

•

show what you’ve done

•

provide evidence if an action or outcome is queried in the future

•

support decision making

•

facilitate consistency

•

assess and evaluate your work.
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Activity 5.9 Reporting
Working in the construction industry, you’ll be expected to give your employer or supervisor
progress reports on tasks you’ve been doing. The documents you create when planning a
project or task will provide you with the evidence you need to do this.
List the planning documents that might be useful when you’re making a report about a project.
Give some examples of the type of information they contain that would let your boss know how
the project is going.
Document type
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On large construction projects there are also formal planning documents that may
need to be completed to comply with legislation, Regulations and local council by-laws,
eg safety plans, construction management plans (for work that may require the closure
of footpaths, verges or streets during construction) and noise management plans
(for permission to make construction noise outside normal working hours).

Activity 5.10 Planning documentation
Use the internet to find the website for your local council and explore the site to find information
for builders. What types of planning documents are builders in your area required to submit?
List them below.
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Section 6 – Problem-solving and
reviewing plans
Introduction
There is no perfect plan and it’s inevitable that
requirements will change, unexpected events
will occur and things will go wrong. To be an
successful planner, it’s essential to:
•

assess the effectiveness of your plan

•

recognise errors or oversights

•

manage unanticipated events and
outcomes

•

make improvements to your planning
process.

In this section you’ll look at problem-solving,
reviewing plans and their outcomes, and making
improvements to the way you plan for future tasks or projects.

Performance criteria
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.
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Problem-solving
No matter how carefully you plan, problems can
occur in any situation. In the construction industry,
for example, tasks sometimes take much longer
than expected or materials may not be available.
Problem-solving is the process of determining what’s
gone wrong and finding a strategy to get the task or
project back on track.
How efficiently you deal with problems determines the usefulness of your planning
process and, ultimately, the success of the task or project.
Problems on a construction project could include the following:
•

time delays due to inclement weather

•

delay with delivery of materials

•

defective materials or faulty tools and equipment

•

products manufactured to the wrong size

•

mistakes made by tradespeople

•

breakdowns, and faulty tools and equipment

•

shutdowns in material manufacturing plants

•

conflict.

Problems can sometimes have a flow-on effect which means that one problem causes
another. It’s essential that a problem is solved as soon as possible.
Some simple problem-solving strategies include the following.
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•

Break the problem down and solve one part
at a time.

•

Work backwards from the result that you
want to achieve.

•

Research solutions on the internet (see
what others have done).

•

Ask other more experienced people what
they would do.

•

Brainstorm the problem with your team or
co-workers.

•

List the pros and cons of all possible solutions.
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Case study – Problem-solving
Liam and his team were to tile the area around a swimming pool. The client
had chosen a unique, expensive tile that had to be imported from
overseas.
The local supplier contacted Liam to let him know that there was a
problem in the shipping of the tiles and there would be a delay of at
least three weeks. The supervisor, Jim, was angry when he found out
that the tiling would not be completed on schedule, as he had booked a
landscaper to begin work at the end of that week and Liam and his team
would be moving on to the next project.

Activity 6.1 Problem-solving: part 1
In a small group, brainstorm some solutions that Jim and Liam could consider to resolve the
problem. Make a list of your group’s suggestions below.
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Activity 6.1 Problem-solving: part 2
Choose two of your suggested solutions from part 1 and discuss the pros and cons of each.
Rewrite the suggestions below and note your group’s responses.
Solution 1:
Pros

Cons

Pros

Cons

Solution 2:

Contingency plans
Part of your planning process should include
developing alternative plans that can be used if
something unexpected occurs or if something goes
wrong. These are called contingency plans.
You should have a contingency plan for:
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•

safety – the actions to taken if there is an
accident or incident

•

your workforce – workers to replace tradespeople who are unavailable due to
accident or illness

•

weather – actions to be taken if, for example, heavy rain causes damage or delays
work

•

materials – a plan to replace damaged, stolen, lost or unavailable materials.
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Activity 6.2 Weather
Weather conditions have a big impact on the construction industry because most construction
work is done outside. When you’re planning tasks, you must consider the effects of weather on
schedules, condition of materials and workplace safety.
Consider the weather conditions listed below. In the space provided, list the effect each might
have on construction tasks and provide an example of something you could include in your
planning to minimise any potential problems. Some examples have been done for you.
Weather
Rain

Effect

Contingency planning

Wasted time – workers can’t

Alternative inside tasks.

work outside.

Covered storage area.

Damaged materials.

Strong
winds

Heat

Hail
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Reviewing your plans and making
improvements
To be a really effective planner, you must review
and assess your plans. This means checking to
see if your plans are good to go before you start
work and evaluating how well they worked when
the task or project is finished.
Checking your plans before you begin doing
the task allows you to see the plan as a whole.
You should be able to find any gaps and
discrepancies when you compare the various
planning documents you’ve created and have the
chance to correct any errors before they affect the outcome of the task. For example,
you may find an item on your material list that you haven’t included in your scheduled
deliveries.
Assessing the plan after the task or project has been completed allows you to:
•

see if you successfully reached your goal

•

see if your planning process was effective

•

identify what went wrong and why

•

make better plans in the future.

Case study – Reviewing a plan
Liam was tiling the floor of a bathroom in a new house. The
project had started well but this particular day was going
badly. When he arrived on site, he found that his apprentice,
Christine, hadn’t cleaned and prepared the floor and they
didn’t have enough adhesive to finish the job. While clearing
up, he cut his hand on the edge of a broken tile.
Later, Liam remembered that he had an appointment to
meet a client on another site and realised that he didn’t have
enough time to get there. He couldn’t let the client know he
would be late as he didn’t have any contact details. As he
left, he tripped over a box of tiles and twisted his ankle.
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Activity 6.3 Reviewing a plan
Can you identify six things that went wrong for Liam and how better planning would have
improved the outcome?
What went wrong

How could Liam have improved
his planning?

1.

1.

2.

2.

3.

3.

4.

4.

5.

5.

6.

6.

It doesn’t matter how simple or complex a plan is, it should always be reviewed after
the task has been completed to identify any problems that occurred. This information
can then be used to make improvements to future plans or your planning process.
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Ask yourself questions such as:
•

Did some individual tasks take longer than you thought they would? Why?

•

Were there tasks or details that were not included in your original plan?

•

Did some materials, products or equipment not perform as you expected? Should
you use a different or better brand next time even if it costs a little more?

•

Were they any safety issues or accidents that could have been avoided?

Activity 6.4 Making improvements: part 1
Consider a situation you’ve been in that did not turn out as you had planned. Describe that
situation and make a list of what went wrong. In the column on the right, list the ways you could
have improved your planning.
Describe the situation:

What went wrong
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How could you have improved
his planning?

1.

1.

2.

2.

3.

3.

4.

4.
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To help in the review process, consider the following strategies.
•

As the job, task or project progresses, make notes of what didn’t go to plan or
could have been done more effectively.

•

Check your documentation to see if you’ve achieved your planned outcomes
within the agreed timeframe and budget.

•

Speak to others who’ve been involved to get their ideas or suggestions on
improvements. For more complex plans that involve many people, try to
incorporate meetings during and after the planned project to identify where
improvements could have been made.

•

Ask for feedback from a supervisor or a workmate with more experience.

Activity 6.4 Making improvements: part 2
In a small group describe the situation you identified in Activity 6.5 and ask the group to suggest
ways you could have improved the planning. List the suggestions made by the others in your
group.
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You should review your plans at different stages of the process including:
•

when the plan is complete so you can check that you’ve covered all aspects of the
task and any foreseeable problems

•

while the work’s being done so you can check that you’re completing all the tasks
and steps you identified on schedule and within the agreed budget

•

when the task is completed so you can assess the success of your plans and the
outcome of the completed task or project.

Reviewing your planning allows you to learn from your mistakes and to adjust and
improve your planning process for future projects.
At some point in our lives, most of us will say, ‘I’ll do that differently next time.’
It’s experience that helps us to understand how tasks are likely to progress and how to
anticipate outcomes. Practice and experience make us better planners and ensure our
success in the construction industry.
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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.
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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.
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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:
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•

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.
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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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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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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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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
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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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Plan and organise work

Assessment 2 – Planning project

Name

Date

I have received feedback on this assessment.

Signature

Date

Assessor’s initials

© WestOne Services 2014

BC2122

Annex B

11

Plan and organise work

12

Annex B

CPCCCM1013A

BC2122

© WestOne Services 2014

Assessments

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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Plan and organise work
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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
Plan and organise work
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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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Plan and organise work

CPCCCM1013A

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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In this guide you will learn how to work with others to create safe, effective and efficient plans to ensure that
work tasks are consistently completed on time and within the terms and conditions required by employers and
clients. It contains a mix of content and hands-on activities that support the unit CPCCCM1013A Plan and
organise work from the Certificate II in Building and Construction (Pathway – Trades). The course, and this
guide, focus on the skills and knowledge required to get your career started as a tradesperson in the building
and construction industry.
The topics covered in this guide 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.

You will also learn how to review and determine the effectiveness of your planning and organising processes.
Suggested assessment activities are included.
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