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TO THE TRAINEE 

This Learner Guide is one in a series of guides that have been prepared to help you 
achieve competence in the Certificate I in Construction. Your answers to the questions 
contained in this guide will be assessed as an important part of your course work so 
please keep it in good condition.  

If you already have experience, knowledge or skills that relate to the content of this 
Learner Guide it is your responsibility to draw this to the attention of your trainer. If you 
are able to provide evidence of your experience, knowledge or skills you may be given 
recognition for your current competence. 

TERMINOLOGY 

These Learner Guides and their accompanying documents are designed for use by 
school students, trainees, apprentices undertaking the Certificate I in Construction in a 
learning environment such as a school, public or private training organisation. 

The terms trainer and trainee, which are used throughout the guides, can also mean: 

Trainer:  teacher, supervisor, lecturer, facilitator, Registered Training Organisation (RTO). 
Trainee:  student, apprentice, new apprentice, learner, participant.
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INTRODUCTION 
Work planning is the preparation that you must do prior to starting a construction task 
so that it will be done efficiently, safely and to the standard required. Whilst it is often 
tempting to skip over the planning stage, time and care taken at this point will help to 
ensure the correct materials are ordered, the correct equipment and methods are used, 
and the correct procedures are followed. 

This Learner Guide focuses on the importance of planning and organising construction 
tasks. As these concepts are explained other construction knowledge and skills will be 
referred to - they will be covered in enough detail for the trainee to relate them to the 
process of planning and organising a construction task but the intent it not to cover 
them in full. To gain the full information on these other skills and pieces of information 
the trainee should refer to the other Learner Guides in this series. 

AIM 
The aim of this unit is to provide the trainee with the ability to plan and organise a 
variety of construction tasks by: 

 identifying the various elements of a task 

 planning the steps that must be undertaken to 
complete the task 

 organising and carrying out the work 

 reviewing how the job was completed 

 identifying ways to improve the planning and 
organisation of future jobs. 
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TOPIC 1: WORK PLANNING 
Planning and organisational skills are important skills to have in the construction 
industry. As an employee it is important that you are able to plan and organise your own 
workload to complete tasks efficiently. 

As you progress through your career in the 
construction industry you may find yourself 
working as a contractor or project manager. These 
positions require greater planning skills due to the 
increased complexity of the job. Consideration 
needs to be given to such factors as: 

 sequencing of trades 

 output of sub-contractors/tradespeople 

 management of delays such as inclement 
weather or industrial action 

 management of disruption of supply and delays 
in necessary approvals 

 management of cost factors such as labour, 
plant, equipment and material. 

As an employer or contractor these skills are even 
more important as effective project planning and 
organisation of workloads will lead to: 

 more accurate estimates 

 the ability to prioritise projects 

 the ability to deal with unforeseen 
circumstances 

 increased productivity 

 increased income 

 a reduction in waste materials 

 the elimination of confusion  

 all workers being aware of what is happening 

 increased efficiency 

 selection of the work method that best suits the 
worker and the situation 

 identification of potential hazards 

 a logically sequenced completion of all tasks. 

The work plan should be carefully followed. It can 
be modified if the need arises but modifications 
should be made with due consideration to the 
above information. 
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Remember, a well-organised work program will 
be more economical because it makes better use 
of materials, labour, time and equipment. 

PLANNING FACTORS 
Before starting any task you should spend some 
time planning how you will go about it. Investing 
time and energy at the planning stage will help 
you to complete the job efficiently and effectively. 

When planning for a specific construction task 
consider the following: 

 work instructions, including verbal, plans, 
specifications etc. 

 site conditions 

 safety, signage and barrier requirements 

 applicable Job Safety Analysis (JSA) sheets and 
Safe Work Method Statements (SWMS) 

 tools and equipment required 

 type and quantities of materials required 

 communication and cooperation with other 
people. 

Two additional factors to consider are 1) how you 
minimise impact on the environment and 2) the 
quality of materials and workmanship that is 
required. These two factors are covered in later 
topics. 

WORK INSTRUCTIONS 

A critical first step is ensuring that you interpret 
correctly what it is that you have been asked to 
do. You can gain this information from a number 
of sources including: 

 verbal instructions  

 written instructions in the form of an email, 
letter, job sheet or contract 

 diagrams 

 plans 

 specifications. 

When using any form of written documentation 
you must make sure that you are working from 
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the latest version. Most plans and specifications 
contain a version number that you can check. 

After having received the instructions your 
responsibility is to ensure that you understand 
what it is you have to do. This might involve 
reading documentation thoroughly (including any 
legends or variations), and checking your 
understanding with key personnel.  

When communicating verbally a good strategy is 
to re-state what it is you think you have been told 
so that the other person has a chance to confirm 
that you are correct, or give you additional 
information if you have misunderstood. 

SITE CONDITIONS 

Prior to commencing any construction project it is 
advisable to carry out a site inspection. This will 
allow you to determine if: 

 any extra equipment will be required such as 
scaffolding for sloping blocks 

 the site is accessible and if not, to develop a 
contingency plan 

 drainage is satisfactory or if stormwater 
management is required 

 any environmental concerns are present 

 site boundaries have been set up correctly 

 amenities are available or will need to be 
provided. 

SAFETY 

Site safety is a key responsibility and 
consideration should start at the job planning 
stage. To plan for a clean, hazard free work site 
the following should be addressed: 

 identification and management of existing and 
potential hazards 

 boundary/ perimeter fencing 

 access to site 

 safety signs 

 traffic controls 

 zoned off areas and barricades 
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 PPE that is required 

 safety equipment needed 

 height access equipment e.g. scaffolding, 
elevated work platforms 

 disposal of rubbish (non toxic and toxic waste) 

 emergency procedures including fire fighting 
equipment and procedures 

 materials handling procedures especially 
hazardous materials 

 First Aid 

 site visitor safety 

 lighting. 

In particular the following situations need careful 
planning to ensure a safe work site: 

 earth leakage boxes 

 power cables, including overhead service trays, 
cables and conduits 

 working at heights 

 working in confined spaces 

 working in proximity to others 

 working with dangerous materials. 

SELECTING TOOLS AND EQUIPMENT 

As a trades person selecting the correct tools and 
equipment for a specific task will increase the 
efficiency and quality of your work. A key part of 
planning is to ensure that you have the tools and 
equipment that you need on site at the right time.  

Having a system to organise your tools both in 
your trade vehicle and whilst working on site is 
important. Common systems for vehicles include 
racking systems, lockable trade boxes and 
purpose built vehicles. Systems for on-site use 
include tool belts and tool boxes. 

Maintaining and storing your tools and equipment 
appropriately will ensure that any faults can be 
picked up straight away and, if necessary, they 
can be serviced or repaired before you next use 
them. When using equipment that is not yours, if 
you see a problem or fault, it is your responsibility 
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to alert your supervisor or other relevant 
personnel. 

If a task requires tools that you do not already 
have you will need to consider whether you can 
purchase, hire or borrow what you need. 

SELECTING MATERIALS 

There are wide varieties of materials available for 
use within the construction industry. It is 
important that you have a good knowledge of 
these materials such as their strengths, uses and 
advantages. This will enable you to determine the 
suitability of a particular material for a particular 
job/task. 

As a tradesperson you will need to ensure that 
you use the most appropriate materials for the 
task at hand. You will be expected to be familiar 
with the common materials needed to perform 
your trade. There may be instances where 
choosing the correct material is of critical 
importance e.g. low durability timbers used 
outside are likely to rot and break down. 

As well as ensuring that you select the right 
material it is of equal importance to plan your job 
to make sure that you have the right quantity. 
When calculating quantities you must factor in 
wastage, unit lengths and allow for any 
contingencies such as an error in cutting. 

You will have to plan how you will get the 
materials you need to the site. Your options can 
include: 

 pick up using your own vehicle 

 delivery by the supplier 

 customer to supply. 

When deciding how to get materials delivered you 
will need to consider: 

 additional charges for delivery 

 your time 

 size and capability vehicle 

 the ability to select your own materials  

 manual handling. 
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Once delivered to site the materials may need to 
be stored. You will need to plan how and where 
they are to be kept in order to: 

 minimise damage 

 avoid theft 

 prevent accidents 

 prevent mixing of products 

 obtain easy access. 

Your options for on-site storage include: 

 stored on site in designated locations 

 within the building 

 in a lock up container 

 in your work vehicle. 

COMMUNICATION 

Throughout the planning of any construction task 
you will need to continually communicate and 
cooperate with a range of other people. For 
example: materials suppliers, delivery drivers, 
hirers of equipment and other tradespeople. 

Open and direct communication can help to 
ensure that you are completing the job in the best 
way possible, including avoiding potential 
problems, minimising wastage and working 
cooperatively. 

When you need to communicate with a person 
with a different cultural background to your own 
it is important to check that you have understood 
them correctly and that they have understood 
you. You should use questioning and paraphrasing 
to help you do this. 

Signage can help you communicate even when 
you are not present at the site e.g. an Asbestos 
sign alerts people to the fact that hazardous 
materials are on site without you having to tell 
them. 

Audio and visual signals are a useful way to 
communicate over long distances or when there is 
a lot of other noise around. For example beepers 
and flashing lights on reversing trucks helps to 
ensure all personnel are aware that there is a 
potential hazard near them. 
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TOPIC 2: ENVIRONMENTAL RESPONSIBILITIES 
During the planning stage of any project you must 
consider the impact the project will have on the 
environment and devise strategies to reduce that 
impact. There are laws, regulations, policies and 
guidelines that aim to protect the environment in 
Australia. Some of the main environmental 
concerns in the construction industry are storm 
water pollution, litter, dust and sediment run off. 
You are required to carry out construction works 
in a manner that will prevent pollution entering 
waterways. 

The following are common ways that pollution 
enters our waterways: 

 Storm water carries pollution to waterways and 
coasts. 

 Sediment smothers aquatic plants and animals, 
silts up creeks, rivers, reservoirs and dams. 

 Litter finds its way into storm water. 

 Sand and stockpiles are blown into waterways. 

The benefits of litter and waste management and 
erosion, sediment and dust control include: 

 reduced clean up costs 

 reduced mud/ dust hazards 

 improved wet weather working conditions 

 improved occupational health and safety 

 improved drainage 

 reduced stockpile losses 

 fewer public complaints 

 better image within the community. 

STORM WATER CONTROLS 

SITE DRAINAGE 

The list below includes controls that will reduce 
the environmental impact of stormwater. 

 up-slope water should be diverted around site 
using small turf or geotexile lined catch drains 
or diversion banks 
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 diverted stormwater should be discharged onto 
stable areas 

 avoid discharging water towards site 
exit/entrance points 

 connect temporary or permanent downpipes to 
stormwater system when roof is installed. 

TRAFFIC MANAGEMENT 

The list below includes controls that will reduce 
the environmental impact of goods delivery. 

 vehicles should enter and leave site via a 
stabilised access driveway 

 mud or soil deposited on roadway should be 
removed 

 loads should always be covered. 

SAND AND SOIL STOCKPILES 

The list below includes controls for the 
management of sand and soil stockpiles. 

 delivery drivers should have a designated area 
to deliver materials on site 

 stockpiles not to be stored on footpaths or 
within road reserve 

 stockpile and materials should be: 

 located behind sediment controls 

 protected from run-on water 

 at least 2m (preferably 5m) from hazard 
areas 

 less than 2m in height. 

SEDIMENT FENCING 

Sediment fencing controls the environmental 
impact of sediment and thus is a key way to 
prevent storm water runoff entering our 
waterways. Sediment fences: 

 prevent sediment leaving site 

 should be placed following contours 

 last up to 6 months but require weekly checks 

 must remain vertical and keyed into soil 

 must be repaired promptly if damaged 
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 need to be trenched in at least 150mm and 
buried so water flows through and not under 

 have compacted soil on either side to avoid 
seepage. 

DUST CONTROL 

Dust does not only have environmental impact, it 
is also an OHS issue. Generally wherever there is a 
construction site you will find dust, as the very 
nature of construction results in the production of 
dust. Some materials such as cement or gypsum-
based materials produce dust, which can be a 
serious risk to workers. 

Possible controls include: 

 using water sprays and mists 

 using of wet methods for concrete cutting or 
friction saws 

 cleaning up debris promptly 

 using of approved masks where there is an 
inhalation risk 

 using of industrial vacuum cleaners. 

OTHER ENVIRONMENTAL CONTROLS 

VIBRATION 

Vibration can sometimes be caused as a result of 
construction activity. It is undesirable as its effects 
may: 

 disturb the occupants of buildings 

 disturb the contents of buildings i.e. by rattling, 
shaking or movements 

 affect the structural integrity of the building. 

When planning a construction task you should 
consider whether your activities are likely to 
cause vibration and take steps to eliminate or 
minimise any impact. Vibration can be minimised 
by: 

 keeping all bearings in good working order 
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 completing tasks that generate vibration at the 
same time in order to shorten the length of time 
vibrations will be generated 

 communicating with local residents/ business 
owners regarding the times vibrations will be 
caused. 

 limiting times when vibration causing activities 
are carried out e.g. not on weekends 

 using a ground vibration monitor. 

LITTER AND BUILDING WASTE 

All hard waste and litter must be stored on site 
and covered. 

RECYCLING 

Recycle as many materials as possible, including: 

 steel 

 aluminium 

 gypsum plasterboard 

 timber 

 concrete 

 bricks and tiles 

 plastics 

 glass  

 carpet. 

REDUCE BUILDING MATERIALS 

Building material accounts for 40% of land fill in 
Australia. Steps for reducing materials include: 

 reduce consumption of materials 

 reuse existing materials 

 recycle resources 

 use renewable resources 

 use materials with high recycled content. 
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TOPIC 3: QUALITY REQUIREMENTS 
The planning of any project or task within the 
construction industry should take into 
consideration the quality that is required. This is 
to ensure that: 

 workers are safe whilst work is being carried out 

 the finished building is structurally sound and 
safe 

 the building is fit for purpose 

 the industry conducts itself in a professional 
manner 

 the reputation of specific companies and their 
workers is upheld.  

Quality standards can include: 

 Australian Standards 

 Building Codes 

 manufacturer’s specifications 

 quality systems and accreditation e.g. ISO9000 

 organisational standards and procedures 

 client’s who have specify particular standards. 

AUSTRALIAN STANDARDS & CODES 

Australia has a system of defined Standards and 
Codes to which building work must conform. 
Australian Standards are documents that set out 
specifications and procedures designed to ensure 
products, services and systems are safe, reliable 
and consistently perform the way they were 
intended to. Standards can be guidance 
documents including: 

 Australian Standards® 

 Codes 

 Specifications 

 Handbooks 

 Guidelines. 

The Building Code of Australia has been written to 
ensure that builders know what they must do to 
ensure that their work meets the required 
standards of structural sufficiency, safety 
(including safety from fire), health and amenity. 
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There are severe penalties for not following this 
code. 

There are also a range of other codes that you 
must be aware of and comply with when working 
in the construction industry. For example the 
Timber Frame Code sets out what type of timber 
must be used in particular circumstances. 

Many of the standards that are specified for a 
particular project will be specified on the 
drawings, plans and specifications. For example 
sections drawings often provide details to ensure 
the Australian Standards are met. 

MANUFACTURER’S SPECIFICATIONS 

Manufacturers usually provide information 
regarding the use and care of their products to 
tradespeople so as to ensure that the material 
does what it is supposed to and lasts for the 
maximum length of time. Failure to follow the 
quality guidelines for the product may result in its 
warranty not being valid. 

Manufacturer’s quality standards can relate to: 

 preparing surfaces 

 mixing 

 number of coats 

 curing/ drying 

 sealing 

 maintenance. 

When planning how to carry out a construction 
task it is essential that you are fully aware of all 
manufacturers’ requirements so that you can 
factor them into your plan. Suddenly finding out 
that you have to complete a lot more preparation 
work than you anticipated can set your schedule 
back and cost you money in un-billable time. 

QUALITY SYSTEMS 

Businesses, large and small, are encouraged to 
introduce quality control systems. Quality systems 
are simply a documented set of policies, 
procedures and processes that help to ensure that 
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the same standard is achieved each time a 
particular task is done. 
Quality systems benefit both the company and 
the customer as they result in: 

 improved service 

 improved productivity 

 improved efficiency 

 reduced mistakes and wastage 

 reduced costs 

 improved customer satisfaction. 

Until the mid 1980’s most companies had their 
own standards that they developed in-house. 
However, in 1987 The International Organisation 
for Standards (ISO) published a series of standards 
known as the ISO 9000. Companies have to be 
assessed against these standards to ensure that 
they comply. Gaining ISO9000 accreditation can 
be a valuable marketing tool. 

ORGANISATIONAL STANDARDS 

At a minimum each company must determine 
how they will put in place policies and procedures 
to ensure that all mandatory standards are 
complied with. In addition to this, professional 
companies will also put in place quality systems to 
ensure that the standards they wish to adhere to 
are met. 

Large construction companies will have a quality 
management system, often with personnel 
dedicated to managing it. A key part of this 
system is the quality manual which should be kept 
in the head office or site office. 

Even small companies must have methods to 
ensure that the work that they carry out meets 
the quality standards required. Whilst processes 
may not be documented, clear and consistent 
ways of completing tasks can help to ensure a 
quality outcome. 
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CLIENT’S STANDARDS 

When planning a job it is essential to factor in any 
additional quality requirements that your client 
might have. These might be documented in the 
contract and plans and specifications but they 
might also be given to you verbally. For example a 
customer might verbally tell you the colour of 
paint that they want you to use.  

Ideally you will know all of your client’s quality 
requirements when you are creating your plan but 
sometimes this information is given to you whilst 
the job is in progress. Anticipating when you need 
this information and asking the client before it 
becomes a problem, can save you time and keep 
your plan on track. For example if you ask the 
client what paint colour they would like a couple 
of days before you will be ready to start painting 
you can pick the paint up on your way home. If, 
however, you wait until the day you will have to 
make a special trip to the paint supplier. 

When you are given verbal instructions it is 
essential that you confirm these instructions in 
writing (e.g. by email, letter or fax) and that you 
ask the client to verify, in writing, that your 
interpretation of their verbal instructions is 
correct. Following these simple procedures is the 
only way that you can protect yourself should a 
dispute arise at a later date. 
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TOPIC 4: WORK SEQUENCING 
Work sequencing means breaking down a task 
into parts so the work can be performed in a safe, 
logical and efficient manner. A basic work plan 
should include each step that needs to be 
completed and the order in which the steps 
should be undertaken. 

Good work sequencing allows each trades person 
to work effectively and harmoniously with the 
other people on the job.  

TIME MANAGEMENT 

A key skill in work planning is determining how 
best to manage your time. Your goal is to 
complete the task as quickly as possible whilst 
achieving the quality standard required.  

To manage your time effectively you will need to 
establish the job priorities. You must distinguish 
between: 

A – Tasks that are urgent and important. 

B – Tasks that are important but not urgent. 

C – Tasks that are neither urgent nor important. 

Your work planning should then take into account 
these priorities by attending to category A tasks 
first then the category B tasks. Category C tasks 
are the ‘nice to do’ tasks and the routine tasks – 
they may not contribute to the quality of the job. 
You should consider whether you need to do 
them at all.  

SEQUENCING SIMPLE TASKS 

The advantages of task sequencing when 
completing a simple construction task include: 

 helping you to be organised 

 helping you to anticipate and avoid problems 

 elimination of unnecessary stoppages/ delays 

 ensuring materials arrive prior to the you 
arriving on-site 

 prevention of financial penalties by completing 
the job on or before the agreed time. 
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EXAMPLE SEQUENCE – SIMPLE TASK 

For example to make a 1:1:6 compo mortar mix, 
as requested by bricklayer, a suggested work plan 
would be as follows: 

1. Select, transport and stack materials in 
required position. 

2. Check oil and petrol in concrete mixer. 

3. Start mixer. 

4. Measure by volume all ingredients and add to 
mixer. 

5. Allow sufficient time for all materials to be 
thoroughly mixed adding more water if 
required. 

6. When ready, empty mixture into wheelbarrow 
in a safe and proper manner. 

7. Transport mortar to the correct position, 
adjacent to the brickwork and place 
mortarboard. 

8. Make further batches if required. 

9. When finished clean mixer, barrow and tools. 

10.Store equipment and unused materials 
appropriately. 

SEQUENCING MAJOR ACTIVITIES 

Work sequencing of major building activities can 
vary depending on the type of building to be 
constructed and its location. 

PRELIMINARIES 

The construction process can only begin when all 
preliminary works have successfully been 
completed and approved. These include: 

 working drawings by architect, planner or 
drafter 

 specifications 

 computations from the structural engineer 

 soil reports and footing designs 

 building contract signed by all concerned parties 

 architectural supervision if required 
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 financial arrangements successfully negotiated 
and agreed 

 stamped council approval of all working 
drawings and specifications. 

When all these preliminaries have been 
completed and council approval received by the 
successful building contractor, the physical work 
can start. 

TRADE SEQUENCING 

On building sites it will be necessary to sequence 
the work of all of the trades that are required. The 
advantages of trade sequencing include: 

 orderly work flow 

 elimination of unnecessary stoppages – if the 
subcontractors are notified in advance before 
going to the work site time is saved 

 order and delivery of materials prior to the sub-
contractors arriving on-site 

 saves the sub-contractor’s time as the site is 
ready for each trade to commence their work 
on arrival 

 greater control over the construction process 
for the work supervisor 

 prevention of financial penalties by completing 
the job on or before the agreed time. 

Note: Many housing, commercial and civil 
contracts include a penalty clause in the contract 
in case the Building Contractor exceeds the 
agreed completion time. 

CONSTRUCTION INDUSTRY SECTORS 

The construction industry is divided into 3 main 
sectors: 

 housing – houses, units, alterations and 
additions 

 commercial – high-, medium- and low-rise office 
buildings, hotels, motels, shopping centres, 
hospitals, schools, libraries 

 civil – roads, bridges, airport runways, car parks. 



Certificate I in Construction 
CPCCCM1013A Plan and Organise Work 

 

Copyright CITB © 19 

 

TRADE SEQUENCING - HOUSING SECTOR 

Listed below is an example of a trade sequence for a timber framed, single storey brick 
veneer dwelling. 

 

Earthworks  Excavating. 

 Filling. 

 Compacting. 

 Build retaining walls if required. 

Building Site Established  Install security fencing and signage. 

 Install skip bin and toilet. 

 Install sediment fencing. 

 Access/ egress location established. 

Footings Contractors  Spreading and compacting dolomite or quarry rubble. 

 Trenches are dug according to the plans. 

 Excess soil is either stockpiled on site for future use or 
removed. 

 Plumber – positions and, where necessary lags, all under 
foundation pipe work. 

 Electrician – laying electrical and telecommunication 
conduit that will be under the foundations. 

 Placing polythene membrane over the building zone. 

 Places and fixes the reinforcement rods, ligatures and 
steel fabric mesh. 

 Form work – boards are positioned using foundation pins. 

 Pouring, screeding, floating of concrete. Rebate edges and 
set down wet areas where necessary. 

Note: Applying a termite barrier. The stage that this will be 
done will depend on the type of barrier used. 

Carpenter – 1
st

 Fix  Measures and sets out for timber wall frames. 

 Makes up, erects and braces all wall frames. 

 Lifts and locates into position factory made trusses or 
makes a conventional roof. 

 Anchors and stabilises (ties-down) all roof timbers and 
ceiling joists. 

 Fits window and door frames. 

 Eaves and fascias completed if necessary. 

Roof Plumber  Fits valley and gutters. 

 Fits metal fascias, gutters, downpipes and storm water 
drains. 

 Fits metal roof if specified. 

Roof Tiler  Battens out roof. 

 Sarks roof if required. 

 Loads concrete tiles onto roof. 
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 Spreads concrete tiles. 

 Beds ridge and hip capping. 

Electrical – 1st Fix  Establishes where all light and power outlets are required. 

 From the meter box, services all light and power points 
with electrical cable. 

 Connects power to the meter box from the road. 

Plumber  Runs all pipe work to the required locations. 

 Connect sewer and water pipes to the street outlets. 

Bricklayer  Lays face bricks to the external perimeter. 

 Lays face or common bricks to any party walls. 

Carpenter  Returns to site and fits external doors. 

 

JOB IS NOW AT A LOCK-UP STAGE 

 

FIT OUT AND FINISH SEQUENCE 

Wall and Ceiling Fixer  Installs insulation. 

 Fixes plasterboard sheets to walls and ceilings. 

 Tapes joints, flushes fixings and joints.  

 Fits cornice moulds to junction of wall and ceiling. 

Carpenter – 2
nd

 Fix  Fits all internal doors and locksets. 

 Fixes architraves and skirtings. 

 Installs joinery (e.g. kitchen, wardrobes) where not fitted 
by a specialist company. 

 Finish off and ‘make good’ any carpentry work necessary. 

Plumber  Installs bath. 

Floor and Wall Tiler  Waterproofs all wet areas. 

 Cuts and fixes floor and wall tiles to all wet areas including 
tiling above kitchen cupboards. 

 Lays any other tiles required at this stage e.g. a foyer. 

Plumber – 2nd Fixings  Installs laundry trough, vanity units, shower outlets and 
shower cubicles, toilet suites and all necessary tap fittings. 

Electrical – 2nd Fixings  Fits all light switches and power outlets. 

 Installs light fittings and exhaust fans etc. 

 Arranges for electrical test to be carried out. 
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Painter  Applies paint to internal and external walls and ceilings to 
client colour selections. 

 Applies paint to all internal and external windows, 
architraves, skirtings, mouldings, eaves and gable lings 
etc. 

Completion  External site clean up. 

 Thorough cleaning of all internal surfaces e.g. windows, 
cupboards etc. 

 Handover to client. 
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TRADE SEQUENCING - COMMERCIAL SECTOR EXAMPLE 

The sequence listed below is for the construction for a warehouse, using steel portal 
frames, tilt up concrete walls and metal roof cladding. Within the warehouse is an 
administration office with foyer, display area, lunchroom and toilet facilities for 
approximately 10 people. 

 

Building Site Established  Install security fencing and signage. 

 Install skip bin and toilet. 

 Install sediment fencing. 

 Access/ egress location established. 

Earthworks Warehouse and administration area 

 Grade. 

 Spread and compact dolomite fill. 

 Prepare and finish car parking. 

Footings Warehouse and administration area 

Formwork 

 Erect, strip formwork to portal frame pads, footings and 
floors. 

Reinforcement 

 Place polythene membrane. 

 Bend, place, fix, reinforcement rods and ligatures, and 
steel fabric mesh to portal frame. 

Plumber 

 Excavates, lays and connects waste drainage pipe work. 

Electrical 

 Lays electrical and telecommunication conduits. 

Concreter 

 Pumps, pours, places, vibrates, compacts and finishes off 
portal frame pads, footings and floors. 

Tilt Up  Tilt up panels are either made on site or transported to 
site. 

 Lifts panels into position using a crane, fixed to the 
foundations and braced. 

Note: Concrete can be poured in situ. This means that when 
the formwork has been positioned and all the steel 
reinforcement placed, the concrete is transported to the 
site, placed and cured on site. Pre-cast concrete is a term 
used where load-bearing wall panels are prefabricated off-
site. Accurate measurements are taken, moulds are made, 
reinforcement is prestressed, and then concrete is poured. 
A specific finish may be required and carried out before 
concrete sets. The moulds are left until the concrete has 
cured. The moulds are then removed to enable the 
concrete to be delivered on-site. 
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Steelworker  Erects steel portal frames and attaches to tilt up panels. 

 Fixes steel roof members to frame. 

 Fixes steel trusses. 

Roof Plumber  Cuts and fixes metal decking to roofs. 

 Fixes metal ventilating ridge, barge cappings. 

 Fixes metal mouldings and flashings. 

 Installs roof insulation. 

Carpenter – 1st Fix  Erects non-load-bearing timber or metal walls and 
partitions. 

Electrician – 1st Fix  Installs wiring to walls, roof and ceilings for power and 
light outlets. 

 Installs wiring for security alarms and external lighting. 

Plumber  Installs all water, waste and fire fighting pipe work. 

Dry Walls and Ceilings  Insulates all specified walls and ceilings. 

 Cut, fix and finish plasterboard sheeting to timber and 
steel framed walls. 

Administration area only 

 Install suspended ceilings throughout. 

Carpenter – 2nd Fix Administration area only 

 Completes internal partitions. 

 Fits architraves, skirtings, mouldings, doors, locks and 
locksets. 

 Finishes off and ‘makes good’ all outstanding carpentry 
work. 

Shopfitter Administration area only 

 Installs cupboards, shelving, display units. 

Floor and Wall Tiler Administration area only 

 Water proofs all wet areas.  

 Cuts, fits and fixes floor tiles to foyer display area, 
lunchroom and toilet areas. 

 Cuts, fits and fixes ceramic wall tiles to toilets and above 
stainless steel sink to lunchroom. 

Plumber – 2nd Fix Administration area only 

 Sets up and fixes all sanitary ware fixtures. 

 Completes fitting of all tap ware. 

 Installs mirrors and glass screens. 

Electrician – 2nd Fix  Fits all light and power outlets. 

 Completes security alarms and external lights. 

 Installs light fittings throughout. 
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Painter and Glazier  Applies paint to specified walls and ceilings. 

 Applies paint to all trimmings and doors. 

 Colour codes exits, toilets etc. 

 Installs glass to doors and windows where specified. 

 Other specialist services that would need to be taken into 
consideration include air conditioning, network computer 
system and fire services. 
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TRADE SEQUENCING - CIVIL SECTOR EXAMPLE 

Trade sequencing for the civil sector is similar to the commercial section of the industry. 
The sequence listed below is for the construction of a new road through a green field 
site. 

 

Site Preparation  Surveyor’s mark out the road’s pathway. 

 Trees are cleared from the future road's pathway. 

 Erosion control devices are installed including silt fences, 
sediment basins or diversion ditches. 

Road Construction  Dirt is moved and mounded to create even surfaces and 
places for bridges. 

 Rough grading is carried out; rough grading evens the 
surface though not to a perfect level. 

 Culverts (large concrete pipes in a box shape that divert 
streams from one side of a road to another) are installed. 

 Storm pipes and drains are installed, as well as water and 
sewer items. 

 Electricity, gas and communications cables are laid. 

 Subgrading is carried out - graders fine-grade the already 
rough graded soil. 

 An engineer takes samples of the soil and writes an 
engineering report. 

 Kerbing and spoon drains are poured. 

 The soil is stabilized to add strength and durability to the 
subgrade. Stabilization is done with lime or cement or 
both. 

 Fine-grading is done again. 

 A coarse aggregate base is added. 

 Curbing or guttering is installed. 

 A fine aggregate base course is added and fine-graded to 
meet the engineer's design. 

 Asphalt is laid- depending on projected traffic volumes 
and truck weights, as many as four layers of asphalt can 
be used. All but the last layer is poured. 

 Pavements are laid. 

 Final asphalt surface is poured. 

 Pavement markings are sprayed and signs and lighting 
installed. 

Site Remediation  Lawn and garden beds are planted. 

Note that surveyors and civil engineers are used throughout the road’s construction to 
ensure that it is being constructed as specified.  

Traffic control is not required in this instance but is often a major concern for civil works. 
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TOPIC 5: DOCUMENTATION AND REVIEW 
As you undertake your planning you should document the decisions that you make. This 
will give you your final project plan. The complexity of your plan will directly relate to 
the complexity of the construction project. When working on more complex projects 
you will also need to document the progress of the job. 

Once the project is complete you should always undertake a review of what you did and 
how successful it was. This can help you should you ever have to complete a similar 
project. 

PLANNING DOCUMENTATION 

When planning your work you can document it in 
a range of ways including: 

 as notes in a site diary 

 a numbered sequence 

 a Gannt chart 

 a spreadsheet 

 in project documentation software e.g. MS 
Project, BuilderTREND, BuildSoft, ConstructJob, 
Contract Manager 

The example on the next page is for a small 
commercial job. It has been done in Microsoft 
Excel. 
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PROGRESS DOCUMENTATION 

Comparing how a job is progressing against what 
was planned is a fundamental part of project 
management. It helps to identify any problems 
that might result in the project being delayed or 
costing more than was estimated. Measures that 
are commonly progress checked include: 

 time frames 

 budget 

 key milestones 

 person hours 

 safety. 

On simple jobs the progress checks might all be 
done mentally whilst on large, complex jobs 
formal progress reports are written. 

As well as progress reports there are also a 
number of other pieces of documentation that, 
even on small jobs, will need to be read, 
understood or created. These include: 

 equipment hire/ purchase dockets 

 materials orders 

 materials received dockets 

 near miss hazard reports 

 accident reports 

 JSAs 

 contract/ specification variations 

 emails, memos, letters, texts to/ from clients, 
suppliers, project managers etc.  

PLANNING REVIEW 

When a construction task has been completed it is 
very useful to think back to what was planned and 
compare it to what actually happened. This 
process of review can help you to create better 
plans in the future as you will have a clearer idea 
of what worked and why, as well as 
understanding why you encountered the 
problems that you did. 
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This review stage should be built into every task 
that you complete and becomes a cycle of 
continuous improvement. The continuous 
improvement cycle is shown in the diagram 
below. 

 

 

 

Continuous Improvement Cycle 

On small jobs your review phase might be as 
simple as you thinking about the job as you drive 
home at the end of the day. You might record 
some notes in a site diary or a personal notebook 
to help you remember the details. 

On large, complex jobs it is typical for the project 
manager to coordinate the writing of a project 
close out report. This report becomes a formal, 
written record of the various aspects of the job 
and often includes formal recommendations to 
management about improvements in the planning 
and execution phases for future, similar work.  

Examples of improvements that can be identified 
from project planning reviews include: 

 using different suppliers 

 using different materials 

 implementing additional safety precautions 

 alternative sequencing  

 changing the tools, plant and equipment used.  

Initial job 
planning 

Completion 
of job 

Review and 
Reflection 
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ASSESSMENT TASKS 
Complete these assessment tasks in your copy of the student answer book.  

EXERCISE 1  

1. List 5 advantages of planning and organising workloads. 

 

      

 

2. List 3 sources of information you can use to clarify the work instructions you have 
been given. 

 

      

 

3. Discuss why it is a good idea to consider environmental and safety requirements in 
the initial planning stages of a project. 
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4. When planning to complete a project what are the quality requirements you may 
have to adhere to? 

 

      

 

5. Throughout the construction industry trade sequencing programs are extensively 
used to manage multiple trades on site. List 3 advantages for doing so. 

 

      

 

6. Suggest a method of documenting your planning on a: 

1. Simple, 1 day task 

2. New house build. 
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7. Describe in your own words what the continuous improvement cycle is and how it 
improves construction outcomes. 

 

      

 

8. Review a construction task that you have recently completed and suggest ways that 
you could improve your planning and execution of it should you have to repeat the 
job. 
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EXERCISE 2  

1. Complete the following documentation as you plan the following project: 

 

TASK DESCRIPTION Project manage the erection of a double garage on a 
vacant, sloping block. The garage is to have a 100mm 
concrete floor, storm water piping and will have power and 
lighting. The customer has requested Colourbond Surf Mist 
as the colour for the automatic door. 

List the information you 
will need to source to 
complete the project. 

      

What are the site OHS set 
up requirements? 

      

What are the 
environmental 
considerations? 

      

What standards will you 
have to meet? 

      

What materials do you 
require? 

      

What tools and equipment 
do you require? 

      

What is the task sequence 
of the project and which 
trade will complete each 
stage? 

Trade Work Required 

            

            

            

            

            

How will you document 
this project? 

      

Once the project is 
complete, how will you 
review the effectiveness of 
your planning? 
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EXERCISE 3  

1. Choose a construction project that you will undertake as part of your program, or 
use a scenario that your trainer gives you. Complete the following documentation as 
you plan your project: 

 

TASK DESCRIPTION       

List the information you 
will need to source to 
complete the project. 

      

What are the site OHS set 
up requirements? 

      

What are the 
environmental 
considerations? 

      

What standards will you 
have to meet? 

      

What is the task sequence 
of the project and which 
trade will complete each 
stage? 

Trade Work Required 

            

            

            

            

            

How will you document 
this project? 

      

Once the project is 
complete, how will you 
review the effectiveness of 
your planning? 
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APPENDIX A: GLOSSARY OF TERMS 
 

accredited qualified, approved 

clarify make clear 

completion end of, conclusion, finish 

contingencies possibilities 

economical inexpensive, moderate 

efficient well-organised, well-planned 

hazard danger 

interpret clarify, reword, translate 

logically sensibly 

modify change, alter, improve 

negotiate work out, mediate, come to some agreement 

pallet wooden platform on which to stack materials 

peer an equal 

phial bubble in a spirit level 

priority order of importance, order of need 

procedures plans, operations, processes 

schedule list, inventory, timetable, plan 

sequence order 

sequencing putting in order 

specifications instructions, details, directions 

surplus spare, left over, not required 

verbal by word of mouth, spoken 
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APPENDIX B: EMPLOYABILITY SKILLS 
 

Employability Skills Industry/enterprise requirements for this 
qualification include 

Communication  Communicates with clients, colleagues and others using 
effective and appropriate communication techniques, 
including: 

 Clear and direct communication 

 Active listening 

 Verbal and non-verbal language 

 Questioning to identify and confirm requirements 

 Language and concepts appropriate to cultural 
differences 

 Understands, interprets and applies information as 
required from relevant: 

 Environmental and OHS requirements 

 Codes and standards 

 Plans and drawings 

 Specifications 

 Safety signs and symbols 

 Organisational policies and procedures 

 Designs 

 Understands relevant definitions, terminology, symbols, 
abbreviations and language 

 Records relevant information using standard workplace 
documentation 

 Applies measurements and calculations using appropriate 
equipment, formulas and records as required 

 Reports and records hazards and risks 

Teamwork  Works as part of a team to prioritise and action tasks 

 Provides assistance and encouragement to other team 
members 

 Initiates and encourages improvements in team 
performance 

 Identifies and utilises the strengths of other team 
members 

 Relates to people from diverse social, cultural and ethnic 
backgrounds and with varying physical and mental 
abilities 

 Participates in on-site meetings 

Problem solving  Examines tools and equipment prior to use for damage, 
missing components or other defects 
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Employability Skills Industry/enterprise requirements for this 
qualification include 

 Identifies typical faults and problems and takes necessary 
remedial action 

 Rectifies simple faults with tools and equipment 

Initiative and enterprise  Identifies opportunities to improve resource efficiency 
and makes suggestions as appropriate 

 Responds to change and workplace challenges 

 Puts ideas into action 

 Maximises use of resources by recycling, re-using or using 
appropriate disposal methods 

Planning and organising  Identifies hazards and implements appropriate hazard 
control measures 

 Selects and uses appropriate materials, tools and 
equipment 

 Identifies requirements, applies relevant resources and 
sequences tasks using time management techniques 

Self management  Completes daily work activities 

 Identifies own roles and responsibilities 

 Contributes to workplace responsibilities, such as current 
work site environmental/sustainability frameworks or 
management systems 

 Manages own performance to meet workplace standards 

 Seeks support to improve work performance 

 Cleans up work area 

Learning  Identifies own learning needs and seeks skill development 
as required 

 Is open to learning new ideas and techniques 

Technology  Uses calculators 

 Uses computers and relevant software 

 Uses and operates a range of tools and equipment 
correctly and safely 
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APPENDIX C: SUGGESTED RESOURCES 

REFERENCE LIST 
 

KESAB’s Clean Site program Kesab-Clean Site-Handy Hints Online Available: 
http://www.kesab.asn.au/cleansite/handy_hints.htm 2October 2004 

 

The Construction of Buildings 1 5th ed BSP Professional Books London 1989 

 

Framework: A Practical Approach Stuart Publication Redhill 1993 

 

Suspended Ceilings - Design and Installation Australian Standards 2785 

 

Building Construction NSW TAFE  

 

Standards Australia - AS/NZS ISO9000 Series Standards 1994 

 - AS/NZS ISO8402 Quality Vocabulary 1994 

 - AS/NZS 3913, 1992 Quality Manuals Guide to Preparation 

 

The Team Handbook Peter R Scholtes Joiner Associates Inc 

 

Occupational Health, Safety and Welfare Act and Regulations 

 

Out of the Crisis W Edwards Deming Cambridge University Press 

 

Quality Concepts V Vallence L Wallace Thomas Nelson Australia 

 

Measuring Consumer Satisfaction R F Gerson Crisp Publications Inc 

 

Calming Upset Customers R L Morgan Crisp Publications Inc 


