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Section 1 0 General information about SVQs

Introducing SVQs
The qualification you are undertaking is a Scottish Vocational Qualification (SVQ).

SVQs are workbased qualifications which assess the skitid knowledge people have and need to
perform their job role effectively. The qualifications are designed usatipnal Occupational
Standards.

For each industry sector there iSector Skills Council (SSGyhich is made up of representatives
from theindustry or profession and it is t&eS Crésponsibility to develop thdational Occupational
Standards.

These standards define what employees, or potential employees, must be able to do, how well and in
what circumstances to show they are competeihiein tork.

The Sector Skills Coundibr ConstructiorManagement level B: ConstructionSkills.

Access to SVQs is open to all and you can be assessed either against a particular Unit(s) or against the
full SVQ. There are no entry requirements,anescribed method of delivergnd notime constraints
for completion or age limits.

SVQs are available at five levels of achievement which reflect the various technical and supervisory
skills, knowledge, and experience which employees should have gwdgegss in their industry.

Who offers SVQs?

An organisation which offers SVQs is calledemtre. This may be a school, college, university,
employer, training provider or a combination of these. Gdrgre has responsibility for the quality of
thequd i fi cation and is required to work within an

The Scottish Qualifications Authority (SQA) is your awarding body for this SVQ. This means that we

are an organisation approved by government to design qualificatidressaards. An awarding body
endorses candidates6 certificates so that an emp
rigorous and effective assessment process. SQA provides qualifications throughout the world and was
formed by the merger ofi¢ Scottish Examinations Board (SEB) and the Scottish Vocational

Education Council (SCOTVEC).
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What is the structure of an SVQ?

All SVQs have a common structure and consist of standards which can be broken down into various
parts:

Units and Elements Units define the broad functions carried out in your particular job ang
made up of a number &lements EachElementdescribes a specific
work activity which you have to perform and may relate to skills or tq
the demonstration of knowledge and undeditam

Performance Criteria The level and quality of how you should carry out these activities is
determined by a number of statements caledormance Criteria.
Performance Criteria are used to judge your competence.

Range/Scopestatements | A RangeStatementtells you in what circumstances you must be ablé
prove your competence and allows you to demonstrate that you can
out tasks in different circumstances. Items included in the range
statements must not be treated as optidRahge Statements are also
calledscopein some National Occupational Standards.

EvidenceRequirements | TheEvidenceRequirementsspecify the amount and type of evidence
which you will need to provide to your assessor to show that you ha
met the standards specifiedthe Performance Criteria and in all the
circumstances defined in the range statements.

Knowledge and The section oK nowledge andUnderstanding states what you must
Understanding know and understand and how this knowledge applies to your job.

If you are not yet clear about how we define standargigst remember that the standards have been
developed by experts within your industry or profession and that all candidates aiming for this
particular SVQ are being assessed against the same standards.

You will find an example of an SV&lement overleaf.

Candidate Guidance & Portfolio for the SVQ in Construction Management level 5 4
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An example of an SVQ Element

UNIT: (1) Working safely in an engineering environment

Element 1 Comply with statutory regulations and organisational requirements <—

| This is theUNIT title 6

—

it describes a role and task.

Performance Criteria
a particularElement

You must ensure that you;

PERFORMANCE CRITERIA set out the
standard of performance you need to
demonstrate consistently to iclacompetence in

This is theELEMENT title. It describes part of the main role aj
task

Evidence Requirements

The things you must prove that you can do

1 Describe your duties and obligations (as an individual) under the Health You need to demonstrate that you understand your duties and oblig
under both statutory regulations and organisational requirements ar

Safety at Work Act 1974.
Comply with Statutory Regulations at all times.

2
3 Comply with organisational safety policies and procedures at all times.

Range

This means you need to cover:

1

1 Relevant sections of the Health and Safety at Work Act 1974 (eg with re
to your duties to work in a safe manner, not to interfere with remove or
misuse equipment provided for the safety of yourself and others, notto Knowledge and Understanding

endanger others by your acts or omissions).

T

can do this by:

Giving an adequate explanation of the duties and responsibili
of every individual as described in the Health and Safety at W
Act 1974.

Ensuring that whilst carrying out your work and/or visiting otht
areas of the working enginment you are aware of the specific
safety requirements and regulations governing your activities.

You must prove that you know and understand:

be able to prove you are competent.

You must cover all of the items in tiRange Statement.

TheRANGE defines the various circumstances in which you mu 1

2
3

The roles and responsibilities of your self and others under th
Health and Sty at Work Act 1974.

The general regulations that apply to you being at work.

The specific regulations which govern your work activities.

?

TheKNOWLEDGE AND UNDERSTANDING Requirements state
what you must know and understand and how this knowledge ap
to your job.

Candidate Guidance & Portfolio for the SVQ in Construction Management level 5
© SQA 2010



How are SVQs achieved?

When you consistently meet the standards described in the elements and show tilaaeythe required
skills and knowledge across the range, you can then claim that yoonapetenin each Unit. You can
claim certification for single Units or whole awards. Yaantre will register your claim to competence
through theawardingbody. The awardingbody you are registered with for this SVQ is the Scottish
Qualifications Authority (SQA).

Scottish Qualifications Authority
The Optima Building

58 Robertson Street

Glasgow

G2 8DQ

The process of gaining an SVQ is flexible and depends onngmds. At the beginning of the process

your assessor will review your existing competence in relation to the standards and identify the most
suitable SVQ. The level you start at will depend on the type and breadth of your current job role together
with your past experience, skills and any relevant prior learning.

To achieve an SVQ, or a Unit of an SVQ, you must:

. Demonstrate you meet the requirements of the Performance Criteria by collecting appropriate
evidence as specified by tBgidenceRequirementsThis evidence is assessed against the national
standards by a qualified assessor, who will be allocated to you byemue. This will usually be
someone who knows you, such as a manager or supervisor.

Evidence may come from:

¢ theaccreditation of prior learning 8 where evidence relates to past experience or achievements

. current practice 8 where evidence is generated from a current job role

. aprogramme of developmentd where evidence comes from assessment opportunities built into
a learning/training pragmme whether at or away from the workplace

. a combination of these

How are SVQs assessed?

Assessment is based on what you can do and involves you, your assessor, an internal verifier and an
external verifie® see O6Who does what ipage.SVQsd6 on the foll o\

You will be asked to prove you are competent by providing evidence which shows:

. you can perform all the specified tasks consistently to the required st§Rddiamance
Criteria)

¢ you understand why you are doing thiffgsnowledge andUnderstanding)

¢ you can apply the required skills in different wéigsinge)

Assessment is flexible and you can be certificated for each Unit you successfully achieve, even if you do
not complete the full SVQ. There is no set period of time in which you need to teraplait.

However, you and your assessor should still set target dates for completing each Unit, otherwise your
gualification could go on forever. Be realistic though, as there are many factors such as your previous
experience, demands within your workg#zand an availability of resources which will affect how

quickly you are able to achieve the qualification.

Candidate Guidance & Portfolio for the SVQ in Construction Management level 5 6
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Who does what in SVQs?

A number of individuals and organisations have parts to play in SVQ assessment. Their roles have
been designed to guarantfair, accurate and consistent assessment.

Who are they? What is their role?
Candidates The person who wants to achieve| Need to show they can perform to
the SVQ0 in this case, you. National Occupational Stalards in
order to be awarded an SVQ or
uUnit(s).
Assessors* An experienced personinthesanfJ udge the evi deil
area of work as the candidate eg | performance, knowledge and
supervisor. understanding against th&ational

Occupational Standards.

Decide whether the candidate has
denonstrated competence. Provide
guidance and support to the
candidate. Assist with planning
assessments, giving feedback and
recording candidate progress.

Internal Verifiers* Individuals appointed by an Advise assessors and maintain the
approvedcentre to ensure the guality of assessment incantre.
guality of assessment thin the
centre. Systematically sample assessmen

to confirm the quality and
consistency of assessment decisio

Approved Centres Organisations approved by Manage assessment on a day to d
awarding bodies to coomtte basis.
assessment arrangements for SV
Must have effective assessment
practices and internal verification
procedures.

Must meet criteria laid down by
awarding bodies and be able to
provide sufficientlycompetent

assessors and internal verifiers.

External Verifiers* Individuals appointed by the Check the quality and consistency
awardingbody to ensure that assessmentbpth within and
standards are being applied betweercentres, by systematic

uniformly and consistently across| sampling.
all centres offering the SVQ.
Make regular visits teentres to
ensure they still meet the criteria tq
deliver SVQs.

* Assessors and internal and external verifiers are required to have occupational expertise in the SVQs
whichthey are assessing/verifying. They must also have, or be working towards, an appropriate
gualification in assessment and verification.
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What is evidence?

To claim competence for an SVQ Unit you need to gather evidence which shows you have met the
standads. It is important that your evidence is easily understood so that it can be checked against the
standards, by both your assessor, yaamtre and thewardingbody.

Evidence can take many forms including:

direct observation of your performance by yagsessor
products of your work

authenticated statemeit witness testimony

personal statement

outcomes from questioning

outcomes from simulation

case studies

assignments or projects

Accreditation of Prior Learning (APL9 evidence from the past

L R JEE JNE JEE JER R R B 2

It is important that your evidence is:

valid 8 it relates to the SVQ standard you are trying to prove

authenticd the evidence, or an identified part of it (eg a report) was producgadiby
consistentd achieved on more than one occasion

current 8 usually not moe than two years old

sufficient & covers all the performance and knowledge requirements laid down in the
standards

* & & o o

Your evidence may be collected through a range of sources, such as employment, voluntary work,
training programmes and interests/activitidsch you perform outside your work. It can also be
produced in various formats, eg your own reports; testimonies from colleagues, supervisors or
members of the public; projects; models; audio tapes, photographs; videos.

When you first begin your SVQ, vaand your assessor should identify all the Units and Elements
where you can usategration of assessmentrurther details about integration of assessment can be
found on page 10.

Demonstrating knowledge, understanding and skills

In order to meet the@andards, you may also be required to prove knowledge and understanding. Each
Unit contains a list summarising the knowledge, understanding and skills a candidate must possess.
Evidence of how these have been achieved and applied could be includedeiridiragnce evidence

as one or all of the following:

descriptions of why a particular approach was used

personal reports about the learning process

reflective reports which include how a theory or principle was applied
assessment interviews

assessment test

responses to questioning

* & & O 0o o

These should be included in your portfolio.

Candidate Guidance & Portfolio for the SVQ in Construction Management level 5 8
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How will my assessor check | have the knowledge and understanding listed in
the standards?

For some Units, it will be clear to your assessor that you have the required knowledge and
understanding from how you carry out your work. This is often referredkocadedge and
understanding apparent from performan@éere will be other occasions though, when your assessor
will be unsure if you know why, for example, it is important toeginformation to clients in certain
situations. This could be because your assessor has not had the opportunity to observe all the
Performance Criteria ariRange during assessment. In these situations, your assessor may wish to
assess your knowledge andderstanding by asking you some questions. These questions can be
given orally or in writing, but will be recorded in your portfolio as evidence.

Your assessor could also check you have the required level of knowledge and understanding by
asking you to prduce personal statements or to complete a project or assignment.

What if | have previous experience and knowledge and understanding from
work and other qualifications?

If you have previous work experience, skills, and knowledge and understanding winifetelis

relevant to your SVQ, you should tell your assessor about it. Your assessor may ask you for more
proof in the form of letters from previous employers/training providers or details about any courses
you have completed.

For example, you may haveraeved an HNC in a relevant subject in which case your assessor may
feel that you already have some of the knowledge and understanding required for the SVQ.

The process of matching your previous experience and learning is often referred to as the
Accrediation of Prior Learning (APL). The purpose of this process is to try and give you some credit
towards your SVQ for things you can already do to the national standard. Your assessor judges the
evidence available and matches it against the requiremetis 8#Q. This means that your assessor
should not have to assess you for these things all over again.

However, the success of this process depengswtelling your assessowhat previous work

experience or knowledge and understanding you have and hothig& it is relevant to your SVQ.

The more information you can supply to support your claims, the easier it should be to convince your
assessor that you are competent.

When can simulation be used?

Throughout your SVQ, the emphasis is on you beingtaldarry out real work activities so
assessment will normally be carried out in the workplace itself.

There may be times, however, when it might not be appropriate for you to be assessed while you are
working. For example your SVQ might require you ta'g@ut emergency or contingency procedures
(for safety or confidentiality reasons) or your job role may not cover all aspects of the qualification. In
such instances, when you have no other means of generating evgientation might be

appropriate.

Simulation is any structured exercise involving a specific task which reproducdierséiliations.
Care must be taken though to ensure that the conditions in which you are assastgdirror the
work environment ie it is eealistic working environment.

You and your assessor should check the assessment strategy for your SVQ carefully to find out the
Sector Skil | siewdbwhat constitutes & iBalishicsworking environment. SBBEs
stipulate the specific elements which are suitabi¢his approach.
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Integration of assessment

It is not necessary for you to have each Element assessed seardtegtyg so could result in
assessment which takes too long and places too great a burden on you and your assessor.

There will be instances veh you will be able to use one piece of evidence to prove your competence
across different Elements or Performance Criteria. You may even find that evidence is relevant for
different Unitsd this is calledntegration of assessment

When you first beginqur SVQ, you and your assessor will spend time looking at the standards,
planning how much time you are both able to devote to the qualification and drawing up an action
plan.

At this stage, you should identify any activities which relate to more thautoit orOutcome and
arrange for the best way to collect a single piece of evidence which satisfactorily covers all the
Performance Criteria.

If you are going to integrate assessments, make sure that the evidencersfereased to the

relevantUnits Det ai l s of how to cross reference your
compile your portfoliobd.
Candidate Guidance & Portfolio for the SVQ in Construction Management level 5 10
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Section 28 How to compile your portfolio
(including worked examples)

General information

A portfolio, like a log book, is a way of recordingi@ence of your achievements. It is a collection of
different items of evidence which indicates that you have the required skills, knowledge and
understanding to support your claim to a qualification.

The production of a welbrganised, clearly labelledgfolio which relates each piece of evidence to

the relevant outcomes and Performance Criteria requires a careful methodical approach. When your
assessor looks through your portfolio, they will find the task of making judgements about your
competence muchasier if the information in it is presented in a logical sequence.

You will need to present your evidence in a format that is easy to read and in which materials can be
added or taken away. This section gives suggestions on how to lay out and presewidgmce and
includes worked examples. There are also forms and matrices which will assist you to chart your
progress through the award.

You do not have to lay out your evidence in the way suggested but you may find it helpful to do so.

Each portfolo will be different in content but all should include information about you (the
candidate), the organisation where you are undertaking your qualification, the assessor and so on.

Evidence Collection Process

Assessment Plan You and your assessor
v
_ You and your assessor if
Collect Evidence |, | observation/questioning is
v required

Present evidence You and your assessor

v

Assessor will jdge evidence

Reference acceptable | | 414 give you feedback on

evvldence which evidence meets the
standards
Record &idence in element You

achievement record
v

Store evidence in portfolio | — 3 | You

Candidate Guidance & Portfolio for the SVQ in Construction Management level 5 11
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Planning your portfolio

Start by carefully reading through the standards and, together with your assessor, decide which Units
you might like to work on first. You do not have to do the Units in order. There may be some Units
that relate to tasks which you carry outeoregular basis, therefore making it easier to collect

evidence right away. Alternatively, there may be activities in other Units which you only undertake
now and again, these can be left until the opportunity arises for you to collect evidence.

Before yau start looking for different kinds of evidence and deciding if they should be included in
your portfolio, you will find it helpful to plan how you will carry out the tasks and how long they are
going to take.

The plan is usually referred to as@a s me 13 ts . (it Ehautdde produced in discussion with your
assessor and will set out the different stages in developing your portfolio. You will probably want to
produce a plan for each Unit.

It is unlikely that you will be able to complete all of the @rdtraight away and you should therefore
think about starting with those Units where you have a lot of experience and in which you work well.
You should also remember to identify any opportunitiesrimgration of assessment

We have provided youwith UG i t pr o g rdeseesExample 22 Eadhitime you complete a

Unit, your assessor should sign and date the relevant section on the form. At this stage, it might be a
good idea to check that all your evidence and recording documents have been caropietty and

can easily be located. You can then circle the reference number of that Unit in the checkboxes at the
top of the form so that you can see at a glance what stage you are at in your SVQ.

Candidate Guidance & Portfolio for the SVQ in Construction Management level 5 12
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Starting your portfolio

Make sure that you clearly labyour portfolio (or disk if you are recording your evidence
electronically) with your name together with the title and level of the award.

Your portfolio will need gitle pageand acontents pageyou should also completeRersonal
Profile which recads details about yourself and your job as well as providing information about your
employer, training provider or college. Blank samples of these forms are provided in Section 4.

We recommend that you compile your portfolio in the following order:

Title Page

Contents Checklist

Personal Profile

Unit Progress Record

Completed Element
Achievement Records

Index of Evidence

Pieces of evidence

Glossary of terms

Standards

Candidate Guidance & Portfolio for the SVQ in Construction Management level 5 13
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Contents checklist

You might also find it useful to complete the following checklist as you work your way through your
portfolio. This will help you to see if you have included all the relevant items. Once yeu hav
completed your portfolio, you will be able to use this checklist again as a contents page, by inserting
the relevant page or section numbers in the right hand column.

Completed? Page/Section
number

Title page for the portfolio |:|

Personaprofile

. your own personal details
. a brief CV or career profile
. description of your job

. information about your employer/training provider/
college

(1 O O O

Unit Assessment Plans

][]

Unit progress record
Completed Element Achievement Recordsdach Unit

. signed by yourself, your assessor and the internal
verifier (where relevant)

(1 [

. Evidence reference numbers included

[]

Index of evidence (with crogeferencing information
completed)

Evidence (with reference numbers)
. observatio records
. details of witnesses (witness testimony sheets)

14 personal statements

0 O O

. products of performance

Candidate Guidance & Portfolio for the SVQ in Construction Management level 5 14
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Collecting your evidence

All of the evidence which you collect and present for assessment must be relevant to your SVQ. Your
assessor wilhelp you choose which pieces of evidence you should include.

We have provided blank forms in Section 4 of this document, which you can photocopy to help you
record and present your evidence. Although we have provided you with sample formeenioair
may have their own recording documents which they would prefer you to use.

Some of these forms @dpservation recordsand therecord of questions and answerswill be
completed by your assessor. Other formigness testimonieswill be used by people othéhan

your assessor to testify that they have observed you doing your job, and there is one for you to
complete called personal statement

Explanations are given below about how and when these forms should be used.

Observation record (Example 5)

The observation recorigd used by your assessor to record what tasks you have performed and to what
standard. There is also a section for your assessor to note which other Qnitsornes are covered
by this evidence (6integration of assessment o).

The asessor will discuss with you which Performance CriteriaRantye you have successfully
achieved and give you feedback. This form should then be given a reference number and included in
your portfolio as part of your evidence.

Witness testimony (Example 6)

There may be occasions when your assessor is not available to observe you carrying out certain
aspects of your job. In such instances, it may be appropriate for another person to comment about
your performance by complsettiemsg ianmosntyabt.ement <cal l e

Witness testimony should only be used as supporting evidence and should:

. be provided by a person, not related to you, who is in a position to make a valid comment about
your performance eg supervisor, line manager or possibly a clientf@rsto

. contain comments which specifically relate your performance to the standards

. be authenticated by the inclusion of the wit
and the date

It is unlikely that your assessor would make an assessment ddzésed on witness testimony alone.

They would normally supplement this type of evidence with questioning.

Record of questions and candidated6s answers (Exa
This form is used to record any questions which your assessor may ask, to establishyohdihee

the required level dknowledge andJnderstanding associated with each Unit. There is also space on
the form for your answers to be noted.
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Personal statement (Example 4)

There will be times when you need to put a piece of your evidencetiextdor your assessor so that
they can decide if it is relevant to your SVQ. You can complete personal statements to help you do
thisd these can relate either to the pieces of evidence or tadeschme or Unit.

For example, you may refer to paperwuarkich is often used in your organisation to help you pass on
information to a colleague. It may not be clear to an assessor why you are communicating to your
colleague in this way andmmief explanation of the paperwork and why it is relevant to a péaticu

part of your SVQ may be required.

A personal statement might also be used to record your experience of something, such as, how you
handled a specific situation. This can be documented in your personal statement and should be a
description of what yodid, how you did it and why you did it. It will also allow you to include the

people who were present and either assisted you or witnessed your actions. This, in turn, might
identify who you should approach E£nbyoucoulMialtoness t e
refer to product evidence that you have produced (eg reports, notes, completed forms), these can also

be included as evidence in your portfolio.

The personal statement can be a piece of evidence in itself and should therefore eé ingladr
portfolio.

Presenting your evidence

It is important to present all of your evidence in a clear, consistent and legible manner. Your assessor
will then find it much easier to make appropriate judgements about the quality, sufficiency and
currercy of the materials you are putting forward for consideration.

It is not necessary to produce all of your evidence in typewritten f@nwmime handvritten pieces
of evidence, such as notes, will be perfectly acceptable.

There may also be items of evid® which you cannot physically include in your portfolio. This
might be for confidentiality reasons or it could be that something which you have produced as part of
your dayto-day work is normally kept in a filing cabinet or stored electronically in a PC

In compiling your portfolio, we suggest that anything you produce as part of yotm-day work is

kept in its normal location, but those pieces of evidence which have been produced specifically for
your SVQ, eg withess testimony statements or patsiatements, are filed in your portfolio.

However, assessors and verifiers should be able to locate and access your evidence at all times. It is,
therefore, very important that you clearly reference every item of evidence.

Referencing your evidence

Your assessor, as well as the internal and external verifiers, will need to find their way around your
portfolio, so you should give each piece of evidence a number.

Rememberf hat where you have used Ointegrfaltheon of as
Units andElements which are linked to a specific piece of evidence. The links should be noted on the
pieces of evidence themselves as well as on the index of evidencerétensacing).
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How to complete the Index of evidence (Example 1)

You should complete a@ndex of evidencsheet and file it immediately before the actual pieces of
evidence in your portfolio.

The index of evidence should be completed by:

. entering the evidence number in the first column
. giving a brief description of ehgiece of evidence in the second column
. explaining where the evidence can be found in the third column

You must make sure that the information contained in the evidence index is accurate when you give
your portfolio to your assessor, particularly inat@n to where the evidence can be located.

Completing the Element Achievement Records (Example 3)

There is an ElememchievemenRecord for everfElement within this portfolio. These records have
been designed to allow you to record the evidencehgor gathered for eagtlement. Each record

has boxes across it whichpresentshe Performance CriteriRangeStatement, Evidence
Requirements andnowledge andUnderstanding statement, these will differ freiement to

Element so it is important to malsure you are using the right one. Whilst collecting your evidence
you should use these grids to display the Performance CrRamige Knowledge andJnderstanding
and Evidence Requirement that piece of evidence relates to. In the first box writiEelémeewndex
number you have given to that piece of evidence. In the second box give a brief description of the
evidence, then tick against the relevant Performance CriRai@e, Evidence Requirements and
Knowledge andUnderstanding.

Worked examples

To give you a clearer picture of how to compile your portfolio, you will find worked examples of the
various forms over the next few pages. You should ask your assessor for further advice and support if
you are still unsure about how to use the forms amal shhould complete them.
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Index of evidence

(Example 1)

SVQ title and level: Using IT at level 3

.Included' Sampled by
. in portfolio
Evidence Description of evidence (Yes/No) the IV
number P I no (initials and
state location date)
1 Action planidentifying customer requirements Yes
2 Personal Statement Yes
3 Witness Testimony Yes
4 Record of Questions and Answers Yes
5 Log of configuration details and errors Yes
6 Observation Checklist Yes
7 Procedure for shutting down system Yes
No. Can be
8 Company media storage policy found with
General
Manager
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Unit progress record (Example 2)

Qualification and level: Using IT at level 3

Candidate:

Anne Thomas

To achieve the whole qualification, you must prove competentandatory Units andoptional

Units.
Unit Checklist 8 circle the reference number of each Unit as you con] Circle the reference numbers ag
N/ N\ /N you complete each Unit. You
Mandatory 206 \[301) {302 ) K303 )] 308 T~ can then easily see what stage
Optional 305 6 |31T |31Z |[326 32— Yo have reached in your SVQ.
Mandatory Units
Unit Number Title Assessor Date
206 Ensure youown actions reduce risks to H&S
301 Select and enable IT for use P.Jones 28/4/2000
302 Maintain the Software Environment P.Jones 28/4/2000
7
303 Develop and maintain the effectiveness of the | p_Jo 8/4/2000
working environment
308 Develop yourown effectiveness and

professionalism

This section of the form is for you

Optional Units

assessor to sign each time you

305

successfully ackive a Unit.

Design and produce

software i
306 Design and produce spreadsheets
311 Design and use databases
312 Design & produce documents using graphics
326 Design & prodice presentations using IT
327 Control the use of electronic communication
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Element achievement record (Example 3)
Unit title: Select & enable IT for use
Element: 301.1 Select & configure equipment for use
Evidence Description of Evidence Performance Criteria Range Knowledge &
Index No Understanding
a b d e f g h 1 2 3 K1 | K2 | K3 | K4 | K5
1 A Action Plan 4 4 4 4
2/ \ Personal Statement 4 4 4 4
3 \ Copy of Legislation 4 4
5 Record of Questions &Ars 4 4 4 4 4 4
6 Log of Configuration Details 4 4 4 4
These
numbers éi l:*
relate to your | , .
Evidence | | —— — Candidates should enter
Index and 1 Give a brief description of the evidence ] ] th'ICh e;eastof I(;nOV\f[Ikc]adtge_
will allow | you are offering for assessment against As vou collect vour evidence for assessment +— a][' L.’g erstanding that piec
your assessor|| each Performance Criteria, range and ShO):Hd tick the%elevant boxes. There is a bod of evidence covers.
to find your || piece of knowledge and understanding which represents each Performance Criteria 3
evm!ence Range in the element
easily
Candidate: Assessor: AV
Date: Date: Date:
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Personal statement

(Example 4)

Date Evidence | Details of statement Links to other Units, elements,
index evidence pcs, and range
number (enter numbers) | covered

4/4/00 |1 Statement that | know and understand 1 301.1.a,b,e

customer requirements. Names of customeg Range 1
and software and hardware requirements i

portfolio.

Statements that | understand how to set uf

equipment, configure software that met

customer requirements. Details of equipme

and software with dates are listed

portfolio.

Candidate signature: Anne Thomas

Date: 2/4/2000
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Observation Record (Example 5)

Unit/Element(s): (301) Select and Enable IT for Use

Candidate: Anne Thomas Date of observation: 28/4/2000
Evidence index number 8
Skills/activities observed: PCs and range covered:
Saving and storing files Element 301.3
PCs: af

Range:materials (consumables, removable
storage media)yegulations (current legislation,
manufact ur er @anisational t r
procedures)system(application software,
hardware, system software).

Knowledge and understanding apparent from this observation:

Candidate can save and organise files. She can delete unwanted files and can shut
down system accordingtoo r gani sationdbés procedures and
instructions.

Other Units/elements to which this evidence may contribute:

302.1.b,c Range 1,3

Assessor comments and feedback to candidate:

I can confirm the candcioyat eds performance was sa

Assessor signature: Peter Jones Date: 28/4/2000
Candidate signature: Anne Thomas Date: 28/4/2000
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Witness testimony (Example 6)

SvQ title and level: Using IT level 3
Candidate name: Anne Thomas
Evidence index no: 4

Where applicable, evidence
no. to which this testimony

relates:

Element(s): 301.2 Range: 1
Date of evidence: 8/4/2000

Witness name: lan Cummings

Designation/relationship to

: Line manager
candidate: 9

Details of testimony:

| can attest that | observed Anne Thomas following company and national regulations
in the use of software. She understands and has knowledge of these regulations and |
observed her following them when selecting and confi  guring software.

| can confirm the candi datebdés evidence is

Witness signaturefan Cummings

Name: lan Cummings

Date: 8/4/2000

Please tick the appropriate box:

v A1/A2 or D32/D33 Award

Familiar with the SVQ standards to which the candidate is working

Candidate Guidance & Portfolio for the SVQ in Construction Management level 5 23
© SQA 2010



Record of questions andExamphed) dat e

Unit: 301 Select & enable IT for use Element(s) 1
Evidence index number: 5

Circumstances of assessment:

As part of the staff induction scheme IT staf f are regularly interviewed and asked
about their knowledge and skills. Anne Thomas was interviewed on the 21 March 2000
and below is a summary of the interview where it relates to her knowledge of
resources and problem solving.

Listof questionsand andi dat eds responses:

Q: If amember of staff asked you for a particular piece of equipment, would procedures w
you follow?

A:  'would ensure that a hardware requisition form has been filled out with the rational for
needing such equipment, coargigned by their line and general managers. If approved, 1
step would be to ask the member of staff if they need specific training. Pc 301.1.a,b,e R
1,2,3

Q: You discover that a member of staff has installed a piece of software on their workBi@ti
What do you do?

A: If they installed it themselves then this is a serious breach of company regulations and
inform the IT manager. | would then remove the software. Pc 301.1.c, Range 2,3

Assessor 0s s i Daviedersigte : Date: 21/3/2000
Candi dat eb6sdnmeifpmaat ur e . Date: 21/3/2000
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Section 30 The Units and recording
documents for your SVQ

Unit Progress Record
Qualification and level: Construction Management: level 5

Candidate:

To achieve the wholgualification, you must prove competencdii® mandatory Units plusfive
optional Units.

Please note the table below shows3&€identification codes listed alongside the corresponding
SQA Unit numbers. It is important that the SQA Unit numbers sed in all your recording
documentation and when your results are communicated to S&2identification codes aneot
valid in these instances.

Unit Checklist 8 circle the reference number of each Unit as you complete it.

Mandatory Co1 C02 Co3 C04 CO05

Optional 006 007 008 009 010 011 012 013

014 015 016

Mandatory Units (all Units should be completed)

SQA SSC/SSB Assessor | Internal Date
Unit Unit Title Verifier
Number Number

Manage Health, Safety,

F08104 | CO1 Welfare and Environmental
Factas
Manage Project Risks,

F086 04 | CO2 Opportunities, Systems and
Teams

FO7P 04 | CO3 Control Projects

FO87 04 | C04 Mangge Teams and
Individuals
Enhance Working

FO7S 04 | CO5 Relationships and Develop
Self

Optional Units (candidates mustompete fiveoptional Units)

F07X 04 | 006 Marjage Fac'Fo_r_s Affecting
Project Feasibility

F084 04 | O07 Manage Project Design

F07T04 | 008 Estgbllsh and Ir_nplement
Project Partnering
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Optional Units (cont)

SQA SSC/SSB Assesor Internal Date
Unit Unit Title Verifier
Number Number
F082 04 | 009 Manage Invited Tenders
FO7v 04 | O10 Manage and Submit Tenders
FO8B 04 | O11 Prepare and Agree Contracts
£08004 | O12 Manage Financial Expenditur
and Recovery
FO7W 04 | 013 Manage Disputes
Manage Project Handover ar
FOB5 04 | O14 Evaluate Feedback
F08304 | O15 Manage Organisational
Development
Fo7Y 04 | O16 Manage Finance for the

Business

Candidate Guidance & Portfolio for the SVQ in Construction Management level 5
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Glossary of terms

Advisor A person who carries out, either singly or in combination, the functions o
advising a candidate, collecting evidence of his or her competence on behalf
of the assessor and authenticating the work candidates have undertaken. A
mentor might also provide witness testimony.

Assessment The process of generating and collectinglesinc e of a candi dat e
performance and judging that evidence against defined criteria.

Assessor The person designated in a centre to be responsible for collecting evidence
of candidatesd competence, judging it
Authentication The process by which an advisor or assessor confirms that an assessment

has been undertaken by a candidate and that all regulations governing the
assessment have been observed.

Candidate The person enrolling for an SQA qualification.

Centre The colege, training organisation or workplace where SQA qualifications
are delivered and assessed.

Element of Statements which define the products of learning. The statements describe
competence theactivities that the candidate needs to perform inraiachieve the
Unit. They contain Performance Criteria and sometimes statements on range
and evidence. (see Outcome)

Evidence Materials the candidate has to provide as proof of his or her competence
against specified Performance Criteria.

Evidence Specify the evidence that must be gathered to show that the candidate has
requirements met the standards laid down in the Performance Criteria.
External verifier The person appointed by the SQA who is responsible for the quality

assur anc e pmvisiora Ancextaral veziftersis often appointed on
a subject area basis or for cognate groups of Units.

Instrument A means of generating evidence of the
of assessment

Internal verifier The person appointed from within tbentre who ensures that assessors
apply the standards uniformly and consistently.

Observation A means of assessment in which the candidate is observed carrying out tasks
that reflect the Performance Criteria given in Outcomes.

Outcome Statement whicldefines the products of learning. They describe the
activities the candidate has to perform to achieve the Unit, and contain
Performance Criteria, and, sometimes, statements on range and evidence
(seeElements oflCompetence).

Performance Statements whictlescribe the standard to which candidates must perform
Criteria the activities which are stated in the Outcome.
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Portfolio

Product evaluation

A compilation of evidence which can form the basis for assessment. The
portfolio is commonly used in SVQ awards and in alteveatoutes to
assessment such as APL and credit transfer.

A means of assessment which enables the quality of a product produced by
the candidate, rather than the process of producing it, to be evaluated.

Range/Scope A statement in th&nit which specifies the different contexts in which the
activities described in thButcome have to be demonstrated. Where they
appearRangeficope statements are mandatory.
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UNIT CCM5/CO0 2 (FO86 04 Manage Project Risks, Opportunities, Systems and Teams

This Unit has the following Elements:

CCM5/C.1 Assessand evaluate risks and opportunities of projects

CCM5/C@.2 Select methods and procedures to manage project risks and opportunities

CCM5/C@.3 Establish and maintain project organisation and comeation systems

CCM5/C@.4 Select and form work teams

CCM5/C02.5 Chair meetings

Unit Summary

This Core Unit covers the candidétdey responsibilities in assessing and managing the risks and opportunities of projects. (Riskinindhisot relate
primarily to health, safetgndwelfare and environment, which are coveretitit CO1, but to the key project parameters of cost, quality and time)iihe
also covers responsibility for your organisation and communication systems.

Element 2.1 is aboudentifying and evaluating the risks and opportunities inherent in potential projects.

Element 2.2 is about deciding what methods and procedures must be used to manage the project risks and opportunitidsatametalsces the project
activities wil need.

Element 2.3 deals with running the project organisation and ensuring good communicatiadnsgdmisatiodcould be the candida®office/department, or
an onsite project.

Element 2.4 covers choosing the project work teams. This could tapgépartmental personnel, or to site teams.

Element 2.5 is about chairing meetings effectively; controlling people, achieving objectives, and disseminating information.
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UNIT CCM5/CO0 2 (FO86 04 Manage Project Risks, Opportunities, Systems and Teams

ElementC02.1 Assess and evaluate risks and opportunities of projects

Performance Criteria Range
This involves: 1 Project information:
(a) environmental
(@) identifying and reviewingroject information relating torisks (b) statutory and legal requirements
andopportunities of potential projects (c) client, ,ser and community reqqements
(b) identifyingrisks and opportunitie arising from potential project (d) construdbn and technical requirements
processes (e) site constraints
(c) obtaining further information needed to make judgements (f)  finance, procurement and contract
(d) identifying the significance of thesks and opportunities of (90 quality
potential projects (h) cost
(e) evaluating the significamtsks and opportunities of potaat () timescale
projects to decide whether to proceed with the project
(H  checking and confirming thaisk managementprocesses are 2 Risks:
undertaken (@) health, safety and welfar

(b) environmental impact

(c) managment and workforce experience
(d) complexity and scope

(e) consents

(f)  costs

(g) impact on business

(h) technical considerations

(i) timescale

()  contract form

(k) availability of resources
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UNIT CCM5/C02 (FO86 04 Manage Project Risks, Opportunities, Systems and Teams

ElementC021 Assess and evaluate risks and opportunities of projects

Range(cont) Evidence Requirement® Performance and Process

3 Opportunities: Taken as a whole, the evidence must show that the candidate consiste
(@) Dbetter buying meets all thé?erformance Criteriaacross thd&range for the Eément.
(b) timescale reduction
(c) specification change References in brackets after items ine¢h@encespecification refer to the
(d) business benefit correspondingPerformance Criteriaeg (a), andRange eg[1], to which
(e) profitability they apply.

4  Risk management: Product Evidence
(a) risk identification
(b)  risk assesment There must be workplace evidence against each performanceariteri
(c) prevention, reduction and protection Where the workplace evidence does not cover a viRenhge knowledge
(d) risk register evidence must be provided to cover the remaining itelRameof each

relevant performance criterion.

The candidate must produce documentary evidence from the workplac
covering he following items that are considered to be common and
key/critical to demonstrate competence:

1 Record(s) of potential risks and opportunities identified from projec
information (a,b,c) [1,2,3]

2 Information on risks and opportunities relating togmial projects
(a,d) [all]

3  Record(s) of evaluation of risks and opportunit{g2,3]

4  Record(s) of risk management processes undertéikga)

Simulations are not considered to be acceptable for producing evidenc
this Element.
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UNIT CCM5/C02 (FO86 04 Manage Project Risks, Opportunities, Systems and Teams

ElementC02.1 Assess and evaluate risks and opportunities of projects

Evidence Requirement® Performance and Procesgcont) Evidence Requiementsd Knowledge and Understanding

Process Evidence Established from questioning the candidate or from industry recognisec
education and training course assessment which is matched to the Ele

None applicable A

candidateb6s knowledge and und:¢

through presented performance evidence.

1

2

What do you identify aproject information relating to potential
risks andopportunities? (understanding) (b) [1,2,3]

How and why do you reviewroject information relating to
potentialrisks andopportunities? (analysis) (b) [1,2,3]

What do you identify agsks andopportunities arising from
potential projects? (understanding) (c) [2,3]

How and why do you identify the significance of the projedks and
opportunities? (synthesis) (e) [2,3]

How and whydo you evaluate the significansks and
opportunities? (evaluation) (e) [2,3]

How do you check and confirm th@gk managementprocesses are
undertaken? (application) (f) [4]

Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5
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UNIT CCM5/CO0 2 (FO86 04 Manage Project Risks, Opportunities, Systemand Teams

ElementC02.1 Assess and evaluate risks and opportunities of projects

PerformanceCriteria

No

Description of Evidence

a b c d

Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5
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UNIT CCM5/C0 2 (FO86 04

ElementC02.1 Assess and evaluate risks and opportunities of projects

Manage Project Risks, Opportunities, Systems and Teams

Range
No | Description of Evidence | 1a|1b|1c|1d|1e| 1f |1g|1h| 1i |2a|2b|2c|2d|2e| 2f | 2g|2h| 2i | 2j | 2k|3a|3b|3c|3d|3e|4a|4b|4c|4d
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UNIT CCM5/C02 (FO86 04 Manage Project Risks, Opportunities, Systemand Teams

ElementC02.1 Assess and evaluate risks and opportunities of projects

Evidence Comments: Where knowledge evidence is used to cover itRasgsnot included in the workplace evidence, this should be specified here.
Reference should be mattethe relevant expert witness statements and assessor Q&A reports in the portfolio.

Notes/Comments

The candidate has satisfied the Assessor and Internal Verifier that the performance evidence has been met.

Candidate: Date:
Assessor: Date:
Internal Verifier: Date:
Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5 35
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UNIT CCM5/C0 2 (FO86 04

Manage Project Risks, Opportunities, Systems and Teams

ElementC02.2 Select methods and procedures to manage project risks and opportunities

Performance Criteria

This involves:

(a)
(b)

(©)
(d)
(e)
()
(9)

reviewing and evaluating significansks andopportunities
selecting the most effectiveethodsto manage significantsks
andopportunities

selecting the managemeantthodsand procedures that comply
with all relevant regulations and geithes

identifying theresourcesthat are necessary to implement the
managemenmnethods

identifying the activities required to implement the manageme
methods

specifying clearly the procedures for implementing the
managementethods

implementing and maintaining the managemmeathodsand
procedures and modifying them to mebkanged circumstances

Range
1 Risks:
(@) environmental impact
(b) managment and workforce experience
(c) complexity and scope
(d) consents
(e) costs
(H  impacton business
(g) technical considerations
(h) timescale
(i)  contract form
() availability of resources
2 Opportunities:
(a) Dbetter purchasing/resource pusement
(b) timescale reduction
(c) specification change
(d) business benefit
(e) profitability
3 Methods:
(@) minimise/eliminate risks
(b) maximise opportunities

Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5
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UNIT CCM5/C02 (FO86 04 Manage Project Risks, Opportunities, Systems and Teams

ElementC02.2 Select methods and procedures to manage project risks and opportunities

Range(cont)

4  Resources:
(a) people
(b) plant and equment
(c) materials and components
(d) finance
(e) time
(f)  specialist services
(g) utility services
(h) information

Evidence Requirement® Performance and Process

Taken as a whole, the evidence must showttileatandidate consistently
meets all thé>erformance Criteriaacross th&Range for theElement

References in brackets after items ine¢h@encespecification refer to the
correspondingPerformance Criteriaeg (a), andRange eg[1], to which

they aply.
Product Evidence

There must be workplace evidence against each performance criterion
Where the workplace evidence does not cover a viRenhge knowledge
evidence must be provided to cover the remaining itelRameof each
relevant performanceriterion.

The candidate must produce documentary evidence from the workplac
covering the following items that are considered to be common and
key/critical to demonstrate competence:

1 Record(s) of reviews and evaluations of significant risks and
opportunities (a) [1,2]

2 Record(s) of methods, procedures, resources and activities used
implement risk and opportunity management methgs,d,e,f,g)
[all]

Simulations are not considered to be acceptable for prodwsiitgnce for
this Element.
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UNIT CCM5/CO0 2 (FO86 04 Manage Project Risks, Opportunities, Systems and Teams

ElementC02.2 Select methods and procedures to manage project risks and opportunities

Evidence Requirement®d Performance and Procesgcont) Evidence Requirement® Knowledge and Understanding

Process Evidence Established from questioning the candidate or from industry recognisec
education and training course assessment which is matched to the Ele

None applicake. A candidatés knowledge and understanding can alsalemonstrated

through presented performance evidence.

1

2

How do you review and evaluation significaisks and
opportunities? (evluation) (a) [1,2]

What do you identify as thesourcesthat are necessary to
implement the managemamithods? (undersinding) (d) [1,2,3,4]
What do you identify as the activities required to implement the
managemennethods? (understanding) (e) [1,2,3]

How do you implement, maintain and modify the management
methodsand procedures? (application) (g) [1,2,3]

How do you select the most effectimeethodsto manage significant
risks andopportunities? (evaluation) (b) [1,2,3]

How do you select the managemardthodsand procedures that
comply with all relevant regulations and guidelines? (evaluation)
[1,2,3]

How do you specify the procedures for implementing the
managemennethods? (evaluation) (f) [1,2,3]

Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5
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UNIT CCM5/CO0 2 (FO86 04 Manage Project Risks, Opportunities, Systems and Teams

ElementC02.2 Select methods and procedures to manage project risks angportunities

PerformanceCriteria

No

Description of Evidence

a b C d e

Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5
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UNIT CCM5/C0 2 (FO86 04

ElementC02.2 Select methods and procedures to manage project risks and opportunities

Manage Project Risks, Opportunities, Systems and Teams

Range
No | Description of Evidence | 1a|1b| 1c|1d|le| 1f |1g|1h| 1i| 1 |2a|2b|2c|2d|2e|3a|3b|4a| 4b| 4c| 4d | 4e| 4f | 4g| 4h
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UNIT CCM5/C02 (FO86 04 Manage Project Risks, Opportunities, Systems and Teams

ElementC02.2 Select methods and procedures to manage project risks and opportunities

Evidence CommentsiWhere knowledge evidence is used to cover iteniamigenot included in the workplace evidence, this should be specified here.
Reference should be made to the relevant expert witness statements and assessor Q&A reports in the portfolio.

NotegComments

The candidate has satisfied the Assessor and Internal Verifier that the performance evidence has been met.

Candidate: Date:
Assessor: Date:
Internal Verifier: Date:
Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5 41
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UNIT CCM5/C0 2 (FO86 04

Manage Project Risks, Oppatunities, Systems and Teams

ElementC02.3 Establish and maintain project organisation and communication systems

Performance Criteria

This involves:

(@)
(b)

(c)

(d)

(€)
(f)

identifying theorganisational and communication need$or the
project

developing and introdirng systems which are compatible with
those used by the client and supply chain and which enable ¢
and effective management, and administrative and operation:
controls

producing accurate and unambigufsrmation about

peoplds roles and responibilities, the project and the
organisational structure, and circulating the informatiopetople
and organisations who have an interest
implementingmethods of communicating, reporting,

recording and retrieving information which are appropriate to
the needs of the project and monitoring the methods regularly
effectiveness

identifying and investigating breakdowns in communication, a
taking action to restore effective communication

setting up systems for recording and providing feeklloacthe
ways in whichresourcesare allocated and used

Range

Organisational and communication needs:
(a) site management

(b) head office interface

(c) contract administration

(d) health, safety and welfare

(e) team interfaces

(H  integration of dat

Information about peopleds roles and responsibilities:
(a) individual job descriptions

(b) organisation charts

(c) contractual arrangements

(d) team

People and organisations who have an interest:
(@) clients

(b) consultants

(c) contractors

(d) subcontractors

(e) third parties

(H utilities

(g) emergency services

(h) people on site

(i) statutory authorities
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UNIT CCM5/C0 2 (FO86 04

Manage Project Risks, Opportunities, Systems and Teams

ElementC02.3 Establish and maintain project organisaton and communication systems

Range(cont)

4  Methods of communicating, reporting, recording and

retrieving:
(a) oral
(b)  written
(c) graphic
(d) electronic
5 Resources:
(a) peope
(b) plant and equipment

(c)
(d)
(e)

materials and components
subcontractors
project information

Evidence Requirement® Performance and Process

Taken as a whole, the evidence must show that the candidate consiste
meets all thé>erformance Criteriaacross thd&range for the Element.

References in brackets after itein theevidencespecification refer to the
correspondingPerformance Criteriaeg (a), andRange eg[1], to which

they apply.
Product Evidence

There must be workplace evidence against each performance criterion
Where the workplace evidence doesaoser a wholdRange knowledge
evidence must be provided to cover the remaining itelRameof each
relevant performance criterion.

The candidate must produce documentary evidence from the workplac
covering the following items that are consideretdéccommon and
key/critical to demonstrate competence:

1 Record(s) of project organisation and communication systems whi
have been developed and introdudecb) [1]

2 Information about peopis roles and responsibilities and the
organisational struate which has been circulatéd) [2,3]

3 Record(s) of communicating, reporting, recording and retrieving
information which include investigations into breakdowns in
communication and the actions taken to resolve tligm) [4]

4  System(s) for recordmand providing feedback on the allocation an
use of resourceff) [5]
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UNIT CCM5/C0 2 (FO86 04

Manage Project Risks, Opportunities, Systems and Teams

ElementC02.3 Establish and maintain project organisation and communication systems

Evidence Requrementsd Performance and Procesdcont)

Simulations are not considered to be acceptable for producing evid
for this Element.

Process Evidence

None applicable

Evidence Requirement® Knowledge and Understanding

Established from questioningdltandidate or from industry recognised
education and training course assessment which is matched to the Ele
A candidatés knowledge and understanding can also be demonstrated
through presented performance evidence.

1

2

What do you identify as therganisational and communication
needs for the project? (understanding) (a) [1]

How do you develop and introduce systems which are compatible
those used by the client and supply chain and which enable clear
effective management, and administratwel operational controls?
(synthesis) (b) [1]

How do you produce and circulategeople and organisations who
have an interestaccurate and unambiguomormation about
peoplds roles and responsibilitiesthe project and the organisation:
structur® (application) (c) [2,3]

What do you identify as breakdowns in communication?
(understanding) (e) [1,4]

How do you take action to restore effective communication?
(application) (e) [1,4]

How do you monitor thenethods of communicating, reporting,
recording and retrieving information introduced? (analysis) (d) [4]
How do you investigate breakdowns in communication? (analysis)
[1.4]

How do you implementnethods of communicating, reporting,
recording and retrieving information which are apppriate to the
needs of the project? (synthesis) (d) [4]

How do you set up systems for recording and providing feedback
the ways in whicliesourcesare allocated and use(¥nthesis) (f) [5]
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UNIT CCM5/CO0 2 (FO86 04 Manage Project Risks, Opporturities, Systems and Teams

ElementC02.3 Establish and maintain project organisation and communication systems

PerformanceCriteria

No

Description of Evidence

a b c d
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UNIT CCM5/C0 2 (FO86 04

Manage Project Risks, Opportunities, Systems and Teams

ElementC02.3 Establish and maintain project organisation and communication sysims

Range
No | Description of Evidence | 1a|1b|1c|1d|1e| 1f |2a|2b|2c|2d|3a|3b|3c|3d|3e|3f|3g|3h| 3i |4a|4b|4c|4d|5a|5b|5¢c|5d| 5e
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UNIT CCM5/C02 (FO86 04 Manage Project Risks, Oortunities, Systems and Teams

ElementC02.3 Establish and maintain project organisation and communication systems

Evidence Comments: Where knowledge evidence is used to cover itRasgenot included in the workplace evidence, this should be spddifere.
Reference should be made to the relevant expert witness statements and assessor Q&A reports in the portfolio.

Notes/Comments

The candidate has satisfied the Assessor and Internal Verifier that the performance evidence het.bee

Candidate: Date:
Assessor: Date:
Internal Verifier: Date:
Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5 47
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UNIT CCM5/C02 (FO86 04 Manage Project Risks, Opportunities, Systems and Teams

ElementC02.4 Select and form work teams
Performance Criteria
This involves:

(a) identifying thepeople and serviceshat are needed amchere
they can be obtainegdand selecting those that meet agreed
timescales and budget limits

(b) identifying anysignificant factors which will affect the number,
type and availability opeople and servtes

(c) evaluating the quality and potential reliabilitypdople and
servicesand circulating the results to people who have an inte

(d) negotiating and agreeing proposals for team membership whi
are likely to produce an effective team

(e) following therules and formalities for obtainingpeople and
services

()  negotiating contracts and agreements in a way wirebserves
goodwill and trust

Range

1

2

People and services:
(@) management
(b) technical staff
(c) subcontractors

Where (peopl§ can be obtained:
(@) internal
(b) external to the organisation

Significant factors:

(a) location

(b) cost

(c) time

(d) skills, knowledge and experience required amailable
(e) training and development requirements

(f)  equal oppdunities and diability rights

Rules and formalities:

(@) contractual

(b) statutory

(c) recognised industry processes
(d) organisational processes

(e) certification of competence
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UNIT CCM5/C02 (FO86 04 Manage Project Risks, Opportunities, Systems and Teams

Element C02.4 Select and form work teams
Evidence Requirement® Performance and Process

Taken as a whole, the evidence must show that the candidate
consistently meets all thierformance Criteriaacross thérange for
the Element.

References in brackeddter items in thevidencespecification refer to
the correspondingerformance Criteriaeg(a), andRangeeg[1], to
which they apply.

Product Evidence

There must be workplace evidence against each performance critel
Where the workplace evidendoes not cover a whdRange
knowledge evidence must be provided to cover the remaining items
Rangeof each relevant performance criterion.

The candidate must produce documentary evidence from the workj
covering the following items that are cidered to be common and
keyl/critical to demonstrate competence:

1 Record(s) of proposal(s) for people and services which includ
where they can be obtained, timescales, budget limits, signific
factors and effectivenes®,b,c,d) [1,2,3,4]

2 Contrad(s) and terms of appointmeite,f) [4]

Simulations are not considered to be acceptable for producin
evidence for this Element.

Evidence Requirement® Performance and Procesgcont)
Process Evidence

None applicable
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UNIT CCM5/C02 (FO86 04 Manage Project Risks, Opportunities, Systems and Teams

ElementC02.4 Select and form work teams
Evidence Requirement® Knowledge and Understanding

Established from questioning the candidate or from industry recogn
education and training course assesameghich is matched to the
Element. A candidafs knowledge and understanding can also be
demonstrated through presented performance evidence.

1 How and why do you selepeople and servicethat meet agreel
timescales and budget limits? (evaluation){z2]

2 What do you identify as thegeople and serviceshat are needed
andwhere they can be obtaine@d (understanding) (a) [1,2]

3 How and why do you identifgignificant factors which will
affect the number, type and availabilitypefople and service?
(synthesis) (b) [1,3]

4 How do you circulate the results of evaluating the quality and
potential reliability ofpeople and serviceso people who have a
interest? (application) (c) [1,3]

5 How and why do you evaluate the quality and potential réitiabi
of people and service? (evaluation) (c) [1,3]

6 How and why do you negotiate proposals for team memberst
(synthesis) (d) [4]

7 How and why do you agree proposals for team membership?
(evaluation) (d) [4]

8 How do you follow theules and formalities for obtaining
people and service? (application) (e) [1,4]

9 How and why do you negotiate contracts and agreements?
(synthesis) (f) [4]
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UNIT CCM5/CO0 2 (FO86 04 Manage Project Risks, Opportunities, Systems and Teams

ElementC02.4 Select andform work teams

PerformanceCriteria

No

Description of Evidence

a b c d
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UNIT CCM5/C0 2 (FO86 04

ElementC02.4 Select and form work teams

Manage Project Risks, Opportunities, Systems and Teams

Range
No | Description of Evidence la | 1b | 1c | 2a | 2b | 3a | 3b | 3c | 3d | 3e | 3f 4a | 4b | 4c | 4d | 4e
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UNIT CCM5/C02 (FO86 04 Manage Project Risks, Opportunities, Systems and Teams

ElementC02.4 Select and form work teams

Evidence Comments: Where knowledge evidence is used to cover itRasgahot included in the workplace evidence, this should be specified here.
Reference should be made to the relevant expert witness statements and assessor Q&A reports in the portfolio.

Notes/Comments

The candidate has satisfied thes&ssor and Internal Verifier that the performance evidence has been met.

Candidate: Date:
Assessor: Date:
Internal Verifier: Date:
Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5 53
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UNIT CCM5/C0 2 (FO86 04

ElementC02.5 Chair meetings

Performance Criteria

This involves:

(@)

(b)
(c)
(d)

(e)
(f)

(9)
(h)
(i)
@)

giving people, appropriate to tlobjective of themeeting
sufficient notice and information to allow them to contribute
effectively

ensuring that everyone attending theetingagrees thebjective
of themeetingat the start

allocating discussion time to topics consistently with their
importance, urgency and complexity

maintaining a style of leadership which helps those attending
meetingto make useful contributions

discouraging unélpful arguments and digressions

presenting information and providing summaries clearly at
appropriate points during tmaeeeting

ensuring thameetingsachieve theiobjectiveswithin the
allocated time

ensuring that agreed decisions andnemendations fall within
the grouds authority

giving clear, accurate and concise information about decision
and recommendations to those who need it

seeking feedback from those attending and using thmsgmve
the effectiveness of futuraedings

Manage Project Risks, Opportunities, Systems and Teams

Range

Objective:

(a) information giving
(b) consultation

(c) decision making

Meeting:
(a) involving peoplgrom within your organisation
(b) involving people outside your organisation
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UNIT CCM5/C02 (FO86 04 Manage Project Risks, Oppatunities, Systems and Teams

ElementC02.5 Chair meetings

Evidence Requirement® Performance and Process Evidence Requirement® Knowledge and Understanding

Product Evidence 1

1 You must also show evidence of leading both types of meetin
(a,b,d.f,g.,)) [2]

2 You must prove that you chair meetingste National Standard
of competencgall) [all]

3 You must show evidence of leading meetings with all types of
objective (a,b,g) [1]

Process Evidence 2

1 You must also show evidence of leading both types of meetin
(a,b.dfg,)) [2]

2 You must provehat you chair meetings to the National Standa
of competencgall) [all]

3 You must show evidence of leading meetings with all types of
objective (a,b,g) [1]

Your evidence must be the result of real work activities undertaken
yourself.Evidencdrom simulated activities 3ot acceptable for this
Element.

Communication:

(@) how to identify unhelpful arguments and digressions, and
strategies which ay be used to discourage these

(b)  how topresat information during meetings

(c) how to g¢ and use feedback from others

(d) leadership styles

(e) styles of leadership which can be used to run meetings and
to choose a style according the nature oftieeting

Meetings:

(a) the valueand limitations of meetings as a method of exchang
information and making decisions

(b)  how to determine when meetings are the most effective met|
of dealing with issues and possible alternatives wiriak be
used

(c) potential differences betweerertings which are internal and
thoseinvolving people from outside

(d) the purpose of agendas and how to devise agendas accordi
the issues, intermdl outcomes and time available

(e) the importance of determining the purpose abj@ctivesof
meetingsand how to do so

(f)  the importance of summarising discussions and decisions di
meetings and atlat points this is appropriate

() how to manage discussions so thatdbhgectivesof themeeting
aremet within the allocated time

(h) the importance®f ensuring decisions taken are within the

authority of themeeting
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UNIT CCM5/C02 (FO86 04 Manage Project Risks, Opportunities, Systems and Teams

ElementC02.5 Chair meetings
Evidence Requirement® Knowledge and Understanding(cont)

3 Organisational context:
(@) how to determine who are the necessary people to atten
meeting
(b) procedures to follow when calling meetings and preparin
for them

Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5
© SQA 2010

56



UNIT CCM5/CO0 2 (FO86 04)

ElementC025 Chair meetings

Manage Project Risks, Opportunities, Systems and Teams

PerformanceCriteria

No

Description of Evidence

a

b c d e f g
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UNIT CCM5/C02 (FO86 04 Manage Project Risks, Opportunities, Systems and Teams

ElementC02.5 Chair meetings

Range

No | Description of Evidence la 1b 1c 2a
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UNIT CCM5/C02 (FO86 04 Manage Project Risks, Opportunities, Systems and Teams

ElementC02.5 Chair meetings

Evidence Comments: Where knowledge evidence is used to cover itRasgsnot included in the workplace evidence, this should be specified here.
Reference should be made to the relevant expert witness statements and assessor Q&A reportsalothe por

Notes/Comments

The candidate has satisfied the Assessor and Internal Verifier that the performance evidence has been met.

Candidate: Date:
Assessor: Date:
Internal Verifier: Date:
Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5 59
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UNIT CCM5/CO01 (F081 04) Manage Health, Safety, Welfare and Environmental Factors

This Unit has the following Elements:

CCM5/C01.1 Assess the environmental impact of project proposals

CCM5/C01.2 Develop and establish systems for managing health, safety and welfare

CCM5/C013 Maintan and implement systems for managing health, safety and welfare

CCM5/C01.4 Identify hazards and assess risks

Unit Summary

This Core Unit covers the candidétdey responsibilities for health, safety, welfare and the environment, at a senior emelsiamlevel. These
responsibilities can be interpreted very widely, so that the candidate can produce evidence of competence from a bfaahsangtion management
disciplines. Those candidates who are office based will benefit from involvemetat atsvity in order to generate the necessary evidence.
Element 1.1 is about managing fm®ject environmental impact analyses, and reporting the results.

Element 1.2 deals with setting up health, safety and welfare systems. These can be egluffice tir on site.

Element 1.3 covers the maintenance and implementation of health, safety and welfare systems.

Element 1.4 deals with the identification of hazards and the assessment of the associated risks. Again, these coolifidedn dmsite.

Note: For the purposes of this Unit:

A hazard is something with the potential to cause harm.

A risk is the likelihood of harm being caused by a hazard, and the degree of its severity.
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UNIT CCM5/CO01 (F081 04) Manage Health, Safety, Welfare ad Environmental Factors

ElementC01.1 Assess the environmental impact of project proposals

Performance Criteria Range
This involves: 1 Requirements:
(a) social obligations
(@) examining project information, consulting stakeholders and (b) current relevant codes of practice
consulting experts (c) legal obligations
(b) identifyingrequirementsfor assessigthe environmental impac (d) feasibility
of project proposals examining policy documents, consulting (e) conditionsto be applied to the proposal
stakeholders and consulting experts (f)  significant evironmental isses and effects
(c) ensuring the identification of tHactors andcriteria which will
be used in the impact assessment 2 Factors:
(d) identifying and reviewig alternative solutionswhich will (@) social
improve environmental quality and increase sustainability (b) economic
(e) assessing and quantifying the significance of éactor and (c) ecological and environemtal (including resource use)
evaluating proposals which will reduce the environmental imp (d) conservation
()  producing a report of thessessednvironmental impact of (e) legal
project proposals (f)  technical
(g) timescale
(h) scale
(i)  sustainability
()  recycling
3  Criteria:

(@) primary and secondary effects

(b) positive and negative

(c) opportunities and constraints

(d) construction, operain and decommissioning stages
(e) temporary, cumulative and permanent
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UNIT CCM5/CO01 (F081 04)

ElementC01.1 Assess the environmental impact of project proposals
Range(cont)

4  Alternative solutions:
(a) different locations
(b) different layouts
(c) extendingthe use of existing resources
(d) use of alternative resources
(e) changes to implementation and plngsi

Manage Health, Safety, Welfare and Environmental Factors

Evidence Requirement® Performance and Process

Taken as a whole, the evidence must show that the candidate consiste
meets all thé>erformance Criteriaacross thd&range for the Element.

References in brackets after items indhielence spefication refer to the
correspondingPerformance Criteriaeg (a), andRange eg[1], to which

they apply.
Product Evidence

There must be workplace evidence against each performance criterion
Where the workplace evidence does not cover a viRenige knowledge
evidence must be provided to cover the remaining itelRameof each
relevant performance criterion. The candidate must produce document
evidence from the workplace covering the following items that are
considered to be common and key/catito demonstrate competence:

1 Report(s) on the impact of project proposals which include
requirements, selected factors and criteria, and a review of alterna
solutions (all) [all]

Simulations are not considered to be acceptable for producing
evdence for this Element.

Process Evidence

None applicable

Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5
© SQA 2010

62



UNIT CCM5/CO01 (F081 04) Manage Health, Safety, Welfare and Environmental Factors

ElementC01.1 Assess the environmental impact of project proposals
Evidence Requirement® Knowledgeand Understanding

Established from questioning the candidate or from industry recogn
education and training course assessment which is matched to the
Element. A candidafeknowledge and understandiogn also be
demonstrated through presented performanceence.

1 How do you consult stakeholders and experts? (application) (
[all]

2 How and why do you examine project information? (analysis)
[all]

3 What do you identify as thequirements for assessing the
environmental impact of project pro@ds? (understanding) (b)
[1.2]

4 How and why do you produce a report of the assessed
environmental impact of the project proposal? (analysis) (f) [2

5 How and why do you assess and quantify the significance of «
factor? (analysis) (e) [2]

6 How andwhy do you identify théactors and criterion which will
be included in the impact assessment? (evaluation) (c) [2,3]

7 What do you identify aalternative solutionswhich will improve
environmental quality and increase sustainability?
(understanding) (d#]

8 How and why do you reviewalternative solutionswhich will
improve environmental quality and increase sustainability?
(analysis) (d) [4]
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UNIT CCM5/CO01 (F081 04) Manage Health, Safety, Welfare and Environmental Factors

ElementC01.1 Assess tk environmental impact of project proposals

PerformanceCriteria

No

Description of Evidence

a b c d
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UNIT CCM5/CO01 (FO81 04)

Manage Health, Safety, Welfare and Environmental Factors

ElementC01.1 Assess the environmental impact of project proposals

Range
No | Description of Evidence | 1a|1b|1c|1d|le| 1f |2a|2b|2c|2d|2e| 2f|2g|2h| 2i | 2j | 3a|3b|3c|3d|3e|4a|4b| 4c|4d| de
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UNIT CCM5/CO01 (F081 04) Manage Health, Safety, Welfare and Environmental Factors

ElementC01.1 Assess the environmental impact of project proposals

Evidence Comments: Wieknowledge evidence is used to cover itemRarigenot included in the workplace evidence, this should be specified here.
Reference should be made to the relevant expert witness statements and assessor Q&A reports in the portfolio.

Notes/Comments

The candidate has satisfied the Assessor and Internal Verifier that the performance evidence has been met.

Candidate: Date:
Assessor: Date:
Internal Verifier: Date:
Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5 66

© SQA 2010



UNIT CCM5/CO01 (F081 04)

Manage Health, Safety, Welfareand Environmental Factors

ElementC01.2 Develop and establish systems for managing health, safety and welfare

Performance Criteria

This involves:

(@)
(b)

(c)

(d)

(€)

developing adequate health, safety and welfare policies and
systems which meetrganisational and stautory requirements
allocating health, safety and welfare responsibilities to people
under your control which are consistent witiganisational and
statutory requirements, and the specific project requirements
arranging for accuratgtatutory noticesand hazard warnings to
be posted which are appropriate to construction operations al
the project environment

arranging for allocation of thieealth, safety and welfare
equipment and resourcesto meet organisational astatutory
requirements

ensuring that there are appropriate and sufficient qualified firs
aiders and that the work force is briefdabut first aid
arrangements and procedures

Range

Organisational and statutory requirements:

(a)
(b)
(c)
(d)

construction specific healtbafety andvelfare regulations

general healthsafety and welfare legislation
recognsed industry codes of practice
organisational procedures

Statutory notices:

(a)
(b)
(€)

Health, safetyand welfare equipment and resources:

(a)
(b)
(c)
(d)
(e)
)
(¢))
(h)

prescribed notices
certificates
Certificates of Insurance

protective clothing

protective equipment

first aid facilities

welfare facilities

storage and sedty of materials and equipment
accident and incident reporting

fire fighting equipment

provision of heah, safety and welfare training
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UNIT CCM5/CO01 (F081 04) Manage Health, Safety, Welfare and Environmental Factors

ElementC01.2 Develop and establish systems for managing health, safety and welfare

Evidence Requirement® Performance and Process Evidence Requirement® Performance and Procesqcont)
Taken as a whole, the evidence must show that the candidate Simulations are not considered to be acceptable for producing evidenc
consistently meets all thierformance Criteriaacross thérange for this Element
the Element.
4 Record(s) of briefing the workforce about first aid arrangeméaits
References in brackets after items ineéh@encespecification refer to [3]
the correspondingerfamance Criteriaeg(a), andRangeeg[1], to
which they apply. Process Evidence
Product Evidence None applicable

There must be workplace evidence against each performance critel
Where the workplace evidence does not cover a viRenhgie
knowledge evidence must be provided to ictheremaining items of
Rangeof each relevant performance criterion.

The candidate must produce documentary evidence from the workj
covering the following items that are considered to be common and
key/critical to demonstrate competence:

1 Recora of policies and systems which meet requireméajg1]

2 Record(s) of systems for identifying hazards and reducing risl
and which include for the reporting of accidents and emergen
and prevention of recurrende) [2]

3 Record(s) of health, sgify and welfare arrangements which
include allocated responsibilities, posting of statutory notices
hazard warnings, allocated equipment and resources, specifie
first aiders (a,b,c,d) [all]
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UNIT CCM5/CO01 (F081 04) Manage Health, Safety, WHare and Environmental Factors

ElementC01.2 Develop and establish systems for managing health, safety and welfare
Evidence Requirement® Knowledge and Understanding

Established from questioning the candidate or from industry recogn
education andraining course assessment which is matched to the
Element. A candidafeknowledge and understandiogn also be
demonstrated through presented performance evidence.

1 How and why do you develop adequate health, safety and we
policies and systemshich meebrganisational and statutory
requirements? (synthesis) (a) [1]

2 How do you allocate health, safety and welfare responsibilitie
people? (application) (b) [all]

3 How do you arrange for accurate and appropstagitory
noticesand hazard arnings to be posted? (application) (c) [2]

4 How do you arrange allocation béalth, safety and welfare
equipment and resource® (application) (d) [3]

5 How do you ensure that the workforce are briefed about first :
arrangements? (application) (e} [3

6 How do you ensure that there are appropriate and sufficient
qualified first aiders? (application) (e) [3]
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UNIT CCM5/CO01 (F081 04) Manage Health, Safety, Welfare and Environmental Factors

ElementC01.2 Develop and establish systems for managirwalth, safety and welfare

PerformanceCriteria

No

Description of Evidence

a b c d
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UNIT CCM 5/C01 (FO81 04)

ElementC01.2 Develop and establish systems for managing health, safety and welfare

Manage Health, Safety, Welfare and Environmental Factors

Range
No | Description of Evidence la 1b 1c 1d 2a 2b 2c 3a 3b 3c ad 3e 3f 3g 3h
Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5 71

© SQA 2010




UNIT CCM5/CO01 (F081 04) Manage Health, Safety, Welfare and Environmental Factors

ElementC01.2 Develop and establish systems for managing health, safety and welfare

Evidence Commnts: Where knowledge evidence is used to cover itefRamdenot included in the workplace evidence, this should be specified here.
Reference should be made to the relevant expert witness statements and assessor Q&A reports in the portfolio.

Notes/Comments

The candidate has satisfied the Assessor and Internal Verifier that the performance evidence has been met.

Candidate: Date:
Assessor: Date:
Internal Verifier: Date:
Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5 72
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UNIT CCM5/CO01 (F081 04)

Manage Health, Safey, Welfare and Environmental Factors

ElementC01.3 Maintain and implement systems for managing health, safety and welfare

Performance Criteria

This involves:

(@)

(b)
(c)
(d)

(€)

(f)

encouraging a culture of health, safety and welfare and identi
and recommending opganities for improving the health and
safety of the work environment

inducting peopleunder your control and checking that they are
correctly certified and monitored

maintaining accurate and appropriatatutory noticesand
hazard warnings

maintaininghealth, safety and welfare equipment and
resourceswhich meet the organisational ast@atutory
requirements

implementing systems which me®ganisational and statutory
requirements for identifying hazards and reducing risks and fo
reportng accidents and emergencies and preventing recurren
checking health, safety and welfare systems and practice
regularly, in accordance witbrganisational and statutory
requirements, and dealing effectivelwith any norcompliances

Range

Inducting:

(@) heath and safety responsibilities

(b) health, safety and elfare equipment and resources
(c) risk control procedures

(d) first aid arrangements

Statutory Ranges:

(@) prescribed notices

(b) certificates

(c) Certificate of Insurance
(d) sitesafety signs

Health, safety and welfare equipment and resources:
(a) protective clothing

(b) protective equipment

(c) first ad facilities and arrangements

(d) welfare facilities

(e) storage and sedty of materials and equipment
(f)  accident and indent reporting

(g) fire fighting equipment

(h) provision of health, safety and welfare training

Organisational and statutory requirements:

(a) construction specific health, safeand welfare regulations
(b) general healttsafety and welfare legisian

(c) recognsed industry codes of practice

(d) organisational procedures
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UNIT CCM5/CO01 (F081 04) Manage Health, Safety, Welfare and Environmental Factors

ElementC01.3 Maintain and implement systems for managing health, safety and welfare

EvidenceRequirementsd Performance and Process

Taken as a whole, the evidence must show that the candidate
consistently meets all tierformance Criterigacross thdRange for
the Element

References in brackets after items inéhi@mencespecification redr to
the correspondingerformance Criteriaeg(a), andRangeeg[1], to
which they apply.

Product Evidence

There must be workplace evidence against each performance critel
Where the workplace evidence does not cover a viRenige
knowledge eviehce must be provided to cover the remaining items «
Rangeof each relevant performance criterion.

The candidate must produce documentary evidence from the workj
covering the following items that are considered to be common and
key/critical to demostrate competence:

1 Record(s) of inducting and monitoring the health, safety and
welfare of people on site which include encouraging the cultu
recommending opportunities for improvement and checking
certification (a,b) [1,2]

2 Record(s) of implemenig and maintaining systems which
include statutory notices and hazard warnings, equipment an
resources, identification of hazards and reduction of risks,
reporting accidents and emergencies and preventing recurrer
and dealing with any necompliance (a,e,f) [3,4,5]

Evidence Requirement® Performance and Procesqcont)

3 Observation(s) of inducting and monitoring the health, safety and
welfare of people on site which include encouraging the culture
recommending opportunities for improvement aneloking
certification (a,b) [1,2]

Simulations are not considered to be acceptable for producing evidenc
this Element.

Process Evidence

None applicable
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UNIT CCM5/CO01 (F081 04) Manage Health, Safety, Welfare and Environmental Factors

ElementC01.3 Maintain and implement systems for managing health, safety and welfare
Evidence Requirement® Knowledge and Understanding

Established from questioning the candidate or from industry recogn
education and training course assessment which is nétohthe
Element. A candidafeknowledge and understandiogn also be
demonstrated through presented performance evidence.

1 What do you identify as opportunities for improving the health
and safety of the work environment? (understanding) (a) [1,4]

2 How do you encourage a culture of health, safety and welfare
site? (application) (a) [1,2,4]

3 How and why do you recommend opportunities for improving
health and safety of the work environment? (synthesis) (a) [1,

4 How do youinduct peopleand check thapeopleare correctly
certified and monitored whilst on site? (application) (b) [1,2,4]

5 How do you maintain accurastatutory noticesand hazard
warnings? (application) (c) [2]

6 How do you maintaitealth, safety and welfare equipment anc
resource® (application) (d) [3]

7 How do you implement systems which mstttutory
requirementsfor identifying hazards and reducing risks and
reporting accidents and emergencies and preventing recurrer
(application) (e) [4]

8 How do you check hethl, safety and welfare systems regularly
accordance witltatutory requirements and deal with any nen
compliances? (application) (f) [2]
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UNIT CCM5/CO01 (F081 04) Manage Health, Safety, Welfare and Environmental Factors

ElementC01.3 Maintain and im plement systems for managing health, safety and welfare

PerformanceCriteria

No

Description of Evidence

a b c d
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UNIT CCM5/CO01 (FO81 04)

ElementC01.3 Maintain and implement systems for managing health, safety and welfare

Manage Health, Safety, Welfare and Environmental Factors

Range
No | Description of Evidence | 1a | 1b | 1c | 1d | 2a | 2b | 2c | 2d | 3a | 3b | 3c | 3d | 3e | 3f | 3g | 3h | 4a | 4b | 4c | 4d
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UNIT CCM5/CO01 (F08104) Manage Health, Safety, Welfare and Environmental Factors

ElementC01.3 Maintain and implement systems for managing health, safety and welfare

Evidence Comments: Where knowledge evidence is used to cover itRasgsnot included in the workplacevidence, this should be specified here.
Reference should be made to the relevant expert witness statements and assessor Q&A reports in the portfolio.

Notes/Comments

The candidate has satisfied the Assessor and Internal Verifiethéa@erformance evidence has been met.

Candidate: Date:
Assessor: Date:
Internal Verifier: Date:
Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5 78
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UNIT CCM5/CO01 (F081 04)

ElementC01.4

Identify hazards and assess risks

Performance Criteria

This involves:

(a)
(b)
(c)
(d)
(e)
(f)

()

undertakingisk managementprocesses

reviewing information relating to potentiahzards

identifying the significance of tHeazards

assessinghe hazardsto identify therisks and selecting the mos
effedive methodsto reduceisks

specifying clearly the procedures for implementingribie
reductionmethods

implementing and maintainingsk reductionmethodsand
procedures

utilising opportunities to promote the implementationtrarisk
reductionmethods

Manage Health, Safety, Welfare and Environmental Factors

Range

1

Risk management:

(@) hazard identification

(b) risk assessment

(c) prevention and protection

Assessing:
(a) likelihood of occurrence
(b) severity of harm which may be incurred

Hazards:

(a) falls from height

(b) dlips, trips and falls (same level)

(c) hit by falling or moving objects

(d) manual handling

(e) health issues

(f)  power sources

() bhazardous substaes

(h) trapped by sombing collapsing or overturning
()  confined spaces

(G) fire
Risk:

(@) high

(b)  medium
(c) low
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UNIT CCM5/CO01 (F081 04) Manage Health, Safety, Welfare and Environmental Factors

ElementC01.4 Identify hazards and assess risks
Range(cont)

5 Methods:
(& eliminate
(b) control at source
(c) cumulative protection
(d) manage
(e) personal prtection equipment

Evidence Requirement® Performance and Process

Taken as a whole, the evidence must show that the candidate consiste
meets all thé>erformance Criteriaacross thdkange for theElement

References in brackets after itemshaevidencespecification refer to the
correspondind?erformance Criteriaeg(a), andRangeeg[1], to which

they apply.
Product Evidence

There must be workplace evidence against each performance criterion
Where the workplace evidence does not cawgholeRange knowledge
evidence must be provided to cover the remaining itefRamgeof each
relevant performance criterion.

The candidate must produce documentary evidence from the workplac
covering the following items that are considered to baroon and
keyl/critical to demonstrate competence:

(1) Information on risk management processes which includes review
information on potential hazards and factors relating to hazards,
identified significance of hazards, identified risks, and methods to
reduce risks(all) [all]

Simulations are not considered to be acceptable for producing evidenc
this Element.

Process Evidence

None applicable.
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UNIT CCM5/CO1 (FO81 04)

ElementC01.4 Identify hazards and assess risks

Evidence Requirement® Knowledge and Understanding

Established from questioning the candidate or from industry recogn
education and training course assessment which is matched to the
El ement. A candi deetstaniling chknralsovbé e d
demonstrated through presented performance evidence.

1

2

How do you undertakesk managementprocesses? (evaluation)
(@) [1]

How do you review information relating to potentiazards?
(analysis) (b) [2]

How and why do yoidentify the significance of theazards?
(synthesis) (c) [2,3]

How and why do you assess the hazards to identifjigkg?
(analysis) (d) [2,4,5]

How and why do you selentethodsto reduceisks? (evaluation)
(d) [4,5]

How do you specify the pcedures for implementingsk
reductionmethods? (application) (e) [4,5]

Manage Health, Safety, Welfare and Environmental Factors
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UNIT CCM5/CO01 (F081 04) Manage Health, Safety, Welfare and Environmental Factors

ElementC01.4

Identify hazards and assess risks

PerformanceCriteria

No

Description of Evidence

a b C d e

Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5
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UNIT CCM5/CO01 (FO81 04)

ElementC01.4

Manage Health,Safety, Welfare and Environmental Factors

Identify hazards and assess risks

Range
No | Description of Evidence | 1a| 1b | 1c|2a|2b| 3a|3b|3c|3d|3e| 3f | 3g|3h| 3i |3 |4a|4b| 4c| 5a|5b|5c|5d]| 5e
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UNIT CCM5/CO01 (F081 04) Manage Health, Safety, Welfare and EnvironmenthFactors

ElementC01.4 Identify hazards and assess risks

Evidence Comments: Where knowledge evidence is used to cover itRasgsnot included in the workplace evidence, this should be specified here.
Reference should be made to the relevant exparess statements and assessor Q&A reports in the portfolio.

Notes/Comments

The candidate has satisfied the Assessor and Internal Verifier that the performance evidence has been met.

Candidate: Date:
Assessor: Date:
Internal Verifier: Date:
Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5 84
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UNIT CCM5/C03 (FO7P 09 Control Projects

This Unit has the following Elements:

CCM5/C®.1 Promote continuous quality improvements for products, services and processes
CCM5/C®.2 Maintain project compliance with legal and statytrequirements

CCM5/C®.3 Control project progress against agreed programmes

CCM5/C®.4 Control expenditure against budgets

Unit Summary

This Core Unit covers the candidétdey responsibilities for project contrdProjecdin this context means wtever activities the candidate manageg an
office department, or contracts with clients.

Element 3.1 deals with quality management ie operating and improving quality sy@tkeeblational Standard of Competeatsee product evidence 2)
refers to curent best practice in quality management and benchmarks in business improvement.

Element 3.2 covers the legal and statutory obligations of the managerial role. This could apply to the office or taaroaisésict

Element 3.3 is about achieving pted objectives within agreed timescales. This includes setting up the necessary systems to monitor and control progress,
and dealing effectively with contingencies.

Element 3.4 is about meeting the financial targets on the projects, operating castsysidms, and dealing effectively with contingencies.
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UNIT CCM5/C0 3 (FO7P 09

Control Projects

ElementC03.1 Promote continuous quality improvements for products, services and processes

Performance Criteria

This involves:

(@)
(b)
(c)

(d)

(e)

(f)
()
(h)

assessing the outcomafscontinuous monitoring and quality
evaluations for their implications for the organisation
correctly identifyingtrends and developmentsn the quality of
products, services and processes

advisingrelevant peoplepromptly about the impattends and
developmentsmay have on the perceived and actual quality o
the organisations products, services and processes

making recommendations for improving the quality of product
services and processegétevant peoplein a form which
supports ddsion-making

making recommendations clearly show the benefits which
improvementscould bring against the resources which would
need to be expended

obtaining and providing sufficient resources and support to al
improvementsto be implemented saessfully
monitoringimprovementsfor their effectiveness against agree:
criteria

encouragingelevant peopleto be involved ircontinuous quality
improvement

Range

Trends and developments:
(@) internal
(b) external

Relevant people:

(@ higherlevel managers or sponsors

(b) colleagues workingt the same level as yourself
(c) quality specialists

Improvements in:

(@) human performance

(b) systems performance

(c) organisational policies and strategies
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UNIT CCM5/C03 (FO7P 09 Control Projects

ElementC03.1 Promote continuous quality improvements for products, services and processes

Evidence Requirement® Performance and Process
Product Evidence

1 You must also show evidence that you recommend and
implement improvementg¢d,ef,g,h) [3]

2 You must prove that you report on compliance with quality
systems to the National Standard of compete(adie [1,2,3]

3 You must show evidence that you identify both types of trend:
and development§l]

4 You must show evidence that ymvolve at least two types of
relevant peopleg(c,d,h) [2]

5 You must, however, convince your assessor that you have th
necessary knowledge, understanding and skills to be able to
perform competently in respect of all types of relevant people

(c,d,h) P]
Process Evidence

None applicable

Evidence Requirement® Knowledge and Understanding

1

Analytical techniques:
(@) how to mnduct a cosbenefit analysis

Communication:

(@) the principles and processes of effective comication and
how to aply them

(b)  how to make recommendations in a fastich supports
decision making

Involvement and motivation:
(@) how to motivate individuals to be involved in continuous qua
improvement

Monitoring and evaluation:

(@) the relevant information ém performance matoring and
evaluation systems

(b) how to assess the implications of the results of monitoring ai
evaluation for the organisation

(c) the relevantrends and developmentsboth insié and outside
the organisation

(d) how to develop ctéria to measure effectiveness

Organisational context:
(a) the people who should be involved in decisions on continuot
gualityimprovement and fow to secure their involvement
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UNIT CCM5/C03 (FO7P 09 Control Projects

ElementC03.1 Promote continuows quality improvements for products, services and processes
Evidence Requirement® Knowledge and Understanding(cont)

6  Quality management:

(@) how to assess the impacttogdnds and development®n
the perceived or actual quality of the organisatiawosipcts,
services and processes

(b) source management

(c) how to assess the resources needed to implement
improvements and how to obtain and provide these
resources
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UNIT CCM5/C03 (FO7P 09 Control Projects

ElementC03.1 Promote continuous quality mprovements for products, services and processes

PerformanceCriteria

No | Description of Evidence a b c d

Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5
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UNIT CCM5/C03 (FO7P 04

Control Projects

ElementC03.1 Promote continuous quality improvements for products, services and processes

Range
No | Description of Evidence la 1b 2a 2b 2c 3a 3b 3c
Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5 a0
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UNIT CCM5/C03 (FO7P 09 Control Projects

ElementC03.1 Promote continuous quality improvements for products, services and processes

Evidence Comments: Where knowledge ewick is used to cover items of Rangéincluded in the workplace evidence, this should be specified here.
Reference should be made to the relevant expert witness statements and assessor Q&A reports in the portfolio.

Notes/Comments

The candidate has satisfied the Assessor and Internal Verifier that the performance evidence has been met.

Candidate: Date:
Assessor: Date:
Internal Verifier: Date:
Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5 91
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UNIT CCM5/C03 (FO7P 09 Control Projects

ElementC03.2 Maintain project compliance with legal and statutory requirements

Performance Criteria Range
This involves: 1 Legal and statutory requirements and responsibilities for:
(@) project activities
(a) identifyinglegal and statutory requirementsfrom available (b) insurance
information and clarifying them where there is uncertainty (c) health, safety and welfare
(b) ensuring that the workforce are briefed about tlegjal and (d) environment
statutory responsibilitiesbefore they start work on the project (e) utilities regulations
(c) developing andmplementingmonitoring systems collecting (f)  licences and permits
information regularly and evaluating it accurately (g0 employment practice
(d) identifying situations which do not comply willgal and
statutory requirements, investigating the circumstances 2 Monitoring systems:
thoroughly and taking appropriate corieetaction (a) visual inspection
(e) identifying any newegal and statutory requirementswhich (b) compaison with design requirements
may have an impact on the project, summarising the importar (c) compari®n with standard documentation
details and passing these orpemple who have an interest (d) site inspection reports
()  completing statutory returns accurately and on time () contractorsd reports

(f)  site meetings

3 People who have an interest:
(@) the client
(b) contractors
(c) consultants
(d) subcontractors
(e) suppliers
(H  workforce

Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5
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UNIT CCM5/C03 (FO7P 09 Control Projects

ElementC03.2 Maintain project compliance with legal and statutory requirements

Evidence Requirement® Performance and Process Evidence Requirement® Performance and Process (cont)

Taken as a whole, the evidencestrahow that the candidate Simulations are not considered to be acceptable for producing evidenc
consistently meets all thierformance Criteriaacross thérange for this Element.

theElement

Process Evidence
References in brackets after items ineéh@encespecification refer to
the correspondingerformance Criteriaeg(a), andRangeeg[1], to None applicable
which they apply.

Product Evidence

There must be workplace evidence against each performance critel
Where the workplace evidence does not cover a viRenhgie
knowledge evidence must be provided to cover the remaining items
Rangeof each relevanperformance criterion.

The candidate must produce documentary evidence from the workj
covering the following items that are considered to be common and
key/critical to demonstrate competence:

1 Record(s) of implemented monitoring systems whidiuide
legal and statutory requirements identified from collected
information, norcomplying situations, investigations and
corrective action, and identified and summarised new legal ar
statutory requirementga,c,d,e) [all]

2 Record(s) of briefing(s) pwided to the workforcgb) [1,3]
3 Record(s) of statutory returns which have been complédd]
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UNIT CCM5/C03 (FO7P 09 Control Projects

ElementC03.2 Maintain project compliance with legal and statutory requirements

Evidence Requirement® Knowledge and Understanding

Established from questioning the candelat from industry recognisec
education and training course assessment which is matched to the
Element. A candidafs knowledge and understanding can also be
demonstrated through presented performance evidence.

1 What do you identify akegal and statutay requirements?
(understanding) (a) [1]

2 How do you clariflegal and statutory requirementswhere
there is uncertainty? (application) (a) [1]

3 How do you ensure that the workforce are briefetegal and

statutory responsibilitiesbefore they stamvork on the project?

(application) (b) [1]

How and why do you develaponitoring systemg (synthesis)

(c) [2]

How do you implementnonitoring systems (application) (c) [2]

How do you collect information? (application) (c) [2]

How do you evalu@ information? (evaulation) (c) [2]

What do you identify as situations which do not comply with

legal and statutory requirement® (understanding) (d) [1]

How and why do you investigate the circumstances of situatic

which do not comply withegal and statutory requirements?

(analysis) (d) [1]

10 How do you take appropriat®rrective actionin situations
which do not comply wittegal and statutory requirements
(application) (d) [1]

11 How do you complete statutory returns? (application) (f) [1]

0 ~NO Ol N

(o]

Evidence Requirement®d Knowledge and Understanding(cont)

12 What do you identify as nelegal and statutory requirements
which may have an impact on the project? (understanding) (e) [1.

13 How do you summarise the important details of any lega and
statutory requirements which may have an impact on the project?
(application) (e) [1,3]

Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5
© SQA 2010

94



UNIT CCM5/C03 (FO7P 09 Control Projects

ElementC03.2 Maintain project compliance with legal and statutory requirements

PerformanceCriteria

No | De<ription of Evidence a b c

Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5
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UNIT CCM5/C03 (FO7P 04

Control Projects

ElementC03.2 Maintain project compliance with legal and statutory requirements

Range
No | Description of Evidence | 1a | 1b | 1c | 1d | 1e | 1f | 1g | 2a | 2b | 2c | 2d | 2e | 2f | 3a | 3b | 3c | 3d | 3e | 3f
Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5 96

© SQA 2010




UNIT CCM5/C03 (FO7P 09 Control Projects

ElementC03.2 Maintain project compliance with legal and statutory requirements

Evidence Comments: Where knowledge evidence is oseaver items oRangenot included in the workplace evidence, this should be specified here.
Reference should be made to the relevant expert witness statements and assessor Q&A reports in the portfolio.

Notes/Comments

The candidate &s satisfied the Assessor and Internal Verifier that the performance evidence has been met.

Candidate: Date:
Assessor: Date:
Internal Verifier: Date:
Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5 97
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UNIT CCM5/C03 (FO7P 09 Control Projects

ElementC03.3 Control project progress aganst agreed programmes

Performance Criteria Range
This involves: 1 Systems to monitor and record:
(a) organisational procedures
(@) developing and implementirgystems to monitor and record (b) management reports
the progress of the project against the agpredrammes (c) written and graphical recorad actual work against
(b) collecting information regularly and summarising it accurately programmed work
(c) identifying inadequately and inappropriately specifiesources
and specifying and obtaining alternatrésources 2 Programmes:
(d) identifying and quantifying any actual or potentlalviations (@) written
from planned progress which could disrupt pnegramme (b) graphic
(e) investigatirg the circumstances of adgviationsthoroughly and (c) electronic
agreeing and implementing appropriaterective action
() regularly informing people who have an interest about progre 3 Resources:
changes to the operatior@abgramme, resourceneeds, and (a) people
negotiating the desions and actions that need to be taken (b) plant and equipment
(g) identifying improvements from feedback received araking (c) materials and components
appropriate decisions (d) finance
(e) time

()  specialist services
(g) puHic utility services
(h) information
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UNIT CCM5/C03 (FO7P 09 Control Projects

ElementC03.3 Control project progress against agreed programmes
Range (cont)

4  Deviations:
(a) resource shortages
(b)  design problems and constraints
(c) industrial disputes
(d) lack of essatial construction information
(e) construction errors
() inclement weather
(g) physical (site) constiats
(h) legal

5 Corrective action:
(a) restore progress in amrdance with agreed programme
(b) agree new completion dates
(c) initiate contract claim
(d) secure additional resources
(e) alter planned work

Evidence Requirement® Performance and Process

Taken as a whole, the evidence must show that the candidate consiste
meets all thé>erformance Criteriaacross th&Range for theElement

Refeences in brackets after items in #n@dencespecification refer to the
correspondingPerformance Criteriaeg (a), andRange eg[1], to which

they apply.
Product Evidence

There must be workplace evidence against each performance criterion
Where thevorkplace evidence does not cover a widege knowledge
evidence must be provided to cover the remaining itelRameof each
relevant performance criterion.

The candidate must produce documentary evidence from the workplac
covering the followingtéms that are considered to be common and
key/critical to demonstrate competence:

1 Progress monitoring and recording system(s) including record(s) v
include collected and summarised informati@nb) [1,2]

2 Record(s) of identified and quantifiedtual or potential deviation(s)
which include identified inadequate and inappropriate specified
resources, specified alternatives and agreed corrective .detioe)
[3,4,5]

3 Record(s) of information about progress, changes to the operation
programne, and resource needs passed to people who have an int
and decisions negotiate) [2,3,4]

4  Record(s) of feedback received and decisions n{gyi¢l]
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UNIT CCM5/C03 (FO7P 09 Control Projects

ElementC03.3 Control project progress against ageed programmes
Evidence Requirement® Performance and Procesgcont)

Simulations are not considered to be appropriate for producting
evidence for this Element.

Process Evidence

None applicable

Evidence Requirement® Knowledge and Understanding

Established from questioning the candidate or from industry recognise:
education and training course assessment which is matched to the Ele
A candidatés knowledge and understanding can also be demonstrated
through presented performance evidence.

1

8

9

How do you implemensystems to monitor and recordhe progress
of the contract against the agrggdgrammes and collect and
summarise information? (application) (a,b) [1,2]

How and why do you develgystems to monitor and recordhe
progress of theontract against the agrepibgrammes? (synthesis)
(@) [1.2]

What do you identify as inadequately and inappropriately specifiec
resource® (understanding) (c) [3]

How do you obtain alternativesource® (application) (c) [3]

How and why do youpecify alternativeeesource® (evaluation) (c)
[3]

What do you identify as any actual or potentiaviationsfrom
planned progress which could disrupt gregramme?
(understanding) (d) [4]

How and why do you quantify any actual or poterdiefiationsfrom
planned progress? (analysis) (d) [4]

How and why do you investigate the circumstances offemjations?
(analysis) (e) [4,5]

What do you identify as improvements from feedback received?
(understanding) (g) [all]

10 How and why do you agresorrective action? (evaluation) (e) [4,5]
11 How do you implementorrective action? (application) (e) [4,5]
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UNIT CCM5/C03 (FO7P 09 Control Projects

ElementC03.3 Control project progress against agreed programmes
Evidence Requirement® Knowledge and Understanding(cont)

12 How do you inform people who have an interest about progres
changes to the operational programme, r@sdurceneeds?
(application) (f) [2,3,4]

13 How do you negotiate the decisions and actions that need to b
taken? (syntesis) (f) [2,3,4,5]
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UNIT CCM5/C03 (FO7P 09 Control Projects

ElementC03.3 Control project progress against agreed programmes

Performance Criteria
No | Description of Evidence a b g
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UNIT CCM5/C03 (FO7P 04

ElementC03.3 Control project progress against agreed programmes

Control Projects

Range
No | Description of Evidence | 1a| 1b|1c|2a|2b|2c|3a|3b|3c|3d|3e|3f|3g|3h|4a|4b|4c|4d|4e| 4f |4g|4h|5a|5b|5c|5d|5e
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UNIT CCM5/C03 (FO7P 09 Control Projects

ElementC03.3 Control project progress against agreed programmes

Evidence Comments: Where knowledge evidence is used to cover itRasgsnot included in the workplace evidence, this should be specified here.
Reference should be made to the relevant expert witness statements and @8gessports in the portfolio.

Notes/Comments

The candidate has satisfied the Assessor and Internal Verifier that the performance evidence has been met.

Candidate: Date:
Assessor: Date:
Internal Verifier: Date:
Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5 104
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UNIT CCM5/C03 (FO7P 04

Control Projects

ElementC03.4 Control expenditure against budgets

Performance Criteria

This involves:

(@)

(b)

(c)
(d)
(€)

(f)
()

giving team members opportunities to take individual
responsibility formonitoring and controllingexpenditure and
activities againsbudgets

ensuring your methods afonitoring expenditure and activities
againstudgetsare reliable and comply with your organisa@®n

requirements

monitoring expenditure and activities against agrebddgetsat

appropriate intervals
controllingexpenditurein line with budgetsand the
requirements of your organisation

taking promptcorrective actionin response to actual or potentii

significant variations fronbudgetsin line with your
organisatiofs requirement

referring requests foexpenditure outside your responsibility
promptly to the appropriate people

ensuring your records of activities agaibstigetsarecomplete,

accurate and available to authorised people only

Range

1

Budgets:
(@) for programmes of wilk in your area of responsibility
(b) for sharingof overhead charges with others

Monitoring:

(@) considerig oral information from others
(b) examinirg written evidence from others
(c) examining financial information

Expenditure:

(a) supplies ogoods
(b) supplies of services
(c) people

(d) overhead expenses
(e) capital equipment
(f)  premises

Corrective action:

(a) altering activities

(b) rescheduling expenditure

(c) altering budget allocationsitlin limits of responsibility
(d) renegotiatig budgets
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UNIT CCM5/C03 (FO7P 09 Control Projects

ElementC03.4 Control expenditure against budgets
Evidence Requirement® Performance and Process

Product Evidence

1 You must, however, convince your assessor that you have th
necessary knowleg, understanding and skills to be able to
perform competently in respect of all types of budgets,
monitoring, expenditure and corrective action. (all) [all]

2 You must prove that you control expenditure and activities
against budgets to the National Stard of competence. (all) [all

3 You must show evidence that you control both the following
types of budgetga,b,c,d,e,q) [1]

4 You must show evidence that you control expenditure on two
types of items(a,b,c,d,f) [3]

Process Evidence

1 You must #s0 show evidence that you use two typesasfective
action. (e) [4]

Evidence Requirement® Knowledge and Understanding

1

Budgets:

(a) the importance of budgetary control to organisational efficier
and your role and respsibility in relation to his

(b) the principles which underpin effective budgeteoytrol and
how to apply them

(c) the variations from the plannédidget which may occur; how
to identify these and what forms odrrective actionyou sould
take in response to them

(d) the requets forexpenditure outside your area of responsibility
which may be required and the proceducefllow in response
to these

Formation handling:
(a) the importance of accurate and comprehensive records of
activities againsbudgetsand how to ensuréhese are kept.

Involvement and motivation:

(@) how to encourage and enable team members to take
responsibility for monitoring and controlling activities against
budgets

Organisational context:
(@) your organisations requirements for budgetary tooimg and
control
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UNIT CCM5/C03 (FO7P 09 Control Projects

ElementC03.4 Control expenditure against budgets

Performance Criteria
No | Description of Evidence a b g
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UNIT CCM5/C03 (FO7P 04

ElementC03.4 Control expenditure against budgets

Control Projects

Range
No | Description of Evidence la | 1b 2a | 2b | 2c | 3a | 3b | 3¢ | 3d | 3e | 3f 4a | 4b | 4c | 4d
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UNIT CCM5/C03 (FO7P 09 Control Projects

ElementC03.4 Control expenditure against budgets

Evidence Comments: Where knowgedevidence is used to cover itemdRaihgenot included in the workplace evidence, this should be specified here.
Reference should be made to the relevant expert witness statements and assessor Q&A reports in the portfolio.

Notes/Comments

The candidate has satisfied the Assessor and Internal Verifier that the performance evidence has been met.

Candidate: Date:
Assessor: Date:
Internal Verifier: Date:
Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5 109
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UNIT CCM5/C04 (FO87 09 Manage Teams and Individuals

This Unit ha the following Elements:

CCM5/CH1.1 Allocate work to teams and individuals

CCM5/CH1.2 Agree objectives and work plans with teams and individuals

CCM5/C(1.3 Assess the performance of teams and individuals

CCM5/Cu.4 Provide feedback to teams and individuan their performance

CCM5/Cu.5 Enable people to learn and benefit from your experience

Unit Summary

This Core Unit covers the candidatebs key responsibilities for managin
Element 4.1 covers the allocation of work to teamiadividuals, defining responsibilities and securing the commitment of those involved.

Element 4.2 is about agreeing objectives, recognising individual needs and providing the necessary advice and guidance.

Element 4.3 deals with assessing the perémwe of teams and individuals. This includes encouragingssdfssment, and taking account of individual
circumstances.

Element 4.4 is about providing feedback to teams and individuals; acknowledging achievement, encouraging improvemanaircpeaiid respecting
confidentiality.

Element 4.5 is about helping others to learn from your experience; identifying learning opportunities, advising and andamceguraging their
involvement in their own development. Where appropriate, individual dewvednt should be linked to business needs.
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ElementC04.1 Allocate work to teams and individuals

Performance Criteria Range
This involves: 1 Allocating work in the contexts of:
(& normd working
(@) giving opportunities to your team members for recommending (b) emergencies
howyou shouldallocatework within the team
(b) allocating work making the best use of your te@mesources 2 Information:
and the abilities of all its members (@) spoken
(c) allocating work providing your team members with suitable (b) written
learning opportunities to meet their personaladepment (c) graphical
objectives
(d) allocating work consistently with your teadm objectives, and th 3 Relevant People:
objectives, policies and values of your organisation (a) team members
(e) clearly defining the responsibilities of your team and its (b) colleagues workingt the same level gourself
individual members, and the limits of their laoitity (c) higherlevel managers or sponsors
(H  providing sufficientinformation when allocating work in a (d) customers
manner and at a level and pace appropriate to the individuals (e) suppliers
concerned

(g) confirming team and individual understanding of, and
commitment to, work allocations at appropriate intesval

(h) reaching agreement witkelevant peopleon the prioritisation of
objectives or reallocation of resources, where team resources
insufficient

(i)  informing your team and its members of changes to work
allocations in a way which minimises the impan time, cost
and inconvenience
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ElementC04.1 Allocate work to teams and individuals

Evidence Requirement® Performanceand Process

Product Evidence

1

2

You must also show evidence that you reach agreement with
least two types of relevant peop(all) [3]

You must prove that you allocate work to teams and individua
to the National Standard of competence. (all) [all]

You must show evidencldt you make allocations covering bo
contexts(a,b,c,d) [1]

You must show evidence that you provide at least two types ¢
information (f) [2]

You must, however, convince your assessor that you have th
necessary knowledge, understanding andsstdlbe able to
perform competently in respect of all types of information and
relevant peoplgall) [2,3]

Your evidence must be the result of real work activities undertaken
yourself. Evidence from simulated activities is only acceptable for
performance criterion (h) in thi€lement.

Process Evidence

None applicable

Manage Teams and Individuals

Evidence Requirement® Knowledge and Understanding

Communication:

(a) the importance of defining and communicating team and
individual responsibilities clearly

(b) how to commuicate team and individual responsitds clearly
to those involved

(c) how to develop and present work plans using spoken, writte|
and gaphical means

Delegation:

(a) the importance of the effectialocation of work to your teams
performance andour role and respaibilities in relation to this

(b) the factors which you need to consider when allocating work
individuals wihin the team

(c) how to match thallocation of work to learning needs an
individual development plans

(d) how to prioriti® and reprioritise work allocations aceding to
resource availability

(e) how your changes to work allocations and negotiations arou
them can impaabn cost, time and convenience

()  involvement and motivation

(g) why your team members should have dpportunityto
recommend work allocations

(h)  how to encourage and enable team members to provide

suggestions on thalocation of work and be comntied to their
responsibilities
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UNIT CCM5/C04 (FO87 09 Manage Teams and Individuals
ElementC04.1 Allocate work to teams and individuals

Evidence Requirement® Knowledge and Understanding(cont)

3 Organisational context:

(@) your team objectives, and the organisational policies at
values which have a bearing on #ication of work
within your team

(b) the relevant people with whom negotiations on the
allocation of resources need to take place
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Manage Teams and Individuals

ElementC04.1 Allocate work to teams and individuals

PerformanceCriteria

No

Description of Evidence

a

b c d
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ElementC04.1 Allocate work to teams and individuals

Manage Teams and Individuals

Range
No | Description of Evidence la 1b 2a 2b 2c 3a 3b 3c 3d 3e
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ElementC04.1 Allocate work to teams and individuals

Evidence Comments: Where knowledge evidence is used to cover iteemgefhot included in the workplace evidence, this should be specified here,
Reference should be made to the relevant expert witness statements and @8gessports in the portfolio.

Notes/Comments

The candidate has satisfied the Assessor and Internal Verifier that the performance evidence has been met.

Candidate: Date:
Assessor: Date:
Internal Verifier: Date:
Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5 116
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ElementC04.2 Agree objectives and work plans with teams and individuals

Performance Criteria

This involves:

(@)
(b)

(c)
(d)
(e)
(f)

()

(h)

giving opportunities to youream membersto help define their
own objectives and work plans

developingobjectives and work planswhich are consistent with
team and organisationabjectivesand agreeing these with all
personnel in your area of responsibility

ensuring that thebjectives, work plansand schedules are
realistic and adkvable withinorganisational constraints
ensuring that thebjectives and work planstake account of
team member$abilities and development needs

explaining theobjectives and work plansin sufficient detail and
at a level and pace appropri#endividualteam members
confirming team and individual understanding of, and
commitment topbjectives and work plansat appropriate
intervals

providing advice and guidance on how to achieve objectives i
sufficient detail and at times appragie to the needs of teams a
individuals

updating thebjectives and work plansregularly and taking
account of any individual, team and organisational changes

Manage Teams and Individuals

Range

Team members:
(@) people for whn you have line responsibility
(b) people fo whom you have functional responsibility

Objectives and work plans:
(@) shortterm

(b)  mediumterm

(c) longterm

Organisational constraints:

(a) organisational objectives
(b) organisational policies
(c) resources
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ElementC04.2 Agree objectives and work plans with teams and individuals

Evidence Requirement® Performanceand Process Evidence Requirement® Performance and Process (at)

Product Evidence Your evidence must be the result of real work activities undertaken by
yourself. Evidence from simulated activitiendd acceptable for this

1 You must also show evidence that you take account of all typ Element.

organisational consaints (c) [3]

2 You must prove that you agree objectives and work plans witl
teams and individuals to the National Standard of competenc
(all) [all]

3 You must show evidence that you agree at least two types of
objectives and work plan&,b,c,d,d,h) [2]

4 You must show evidence that you involve and plan work with
least one type of team membg,d,e) [1]

5 You must, however, convince your assessor that you have th
necessary knowledge, understanding and skills to be able to
perform competely in respect of all types of team member, ar
objectives and work plang&ll) [all]

ProcessEvidence

1 You must prove that you agree objectives and work plans witl
teams and individuals to the Natiorf&tbndard of competence.
(all) [all]

2 You must sbw evidence that yoagree at least two types of
objectives and work plans. (a,b,c,d,e,f,h) [2]

3 You must show evidence that you involve and plan work with
least one type of team member. (a,d,e) [1]
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Manage Teams and Individuals

ElementC04.2 Agree objectives and workplans with teams and individuals

Evidence Requirement® Knowledge and Understanding

1 Communication:

(@) the importance of good communication when explaining

objectives and work plans
2 Involvement and motivation:

(@) the importance of consultingitlt team membersand
achieving consensus and agreemenlgactives and
work plans

(b) how to encourage and enabdam membersto define their
own workobjectives and plans

(c) how to gain the commitment tdam membersto
objectives and work plans

(d) the types of issues on which ydeam membersmay need
advice and guidance

3 Organisational context:

(@) theorganisational objectives and constraintsvhich have
abearing on objectives and work

(b) planning

(c) how to identify andleviseobjectives andwork plans for
the short, medium and long term

(d) the importance of agreeirmpjectives and work plans
which are realistic and achievable

(e) how to matchobjectives and work planswith individuals
abilities and development needs

() the importance of gularly updatingobjectives and work

plans

Evidence Requirement®d Knowledge and Understanding(cont)

(9)

the difference between someone who is within the managel
line management control and someone for whom the mana
has functional responsibilitynd the implications this
difference may have for planning work
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Manage Teams and Individuals

ElementC04.2 Agree objectives and work plans with teams and individuals

Performance Criteria
No | Description of Evidence a b c h
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ElementC04.2 Agree objectives and work plans with teams and individuals

Manage Teans and Individuals

Range
No | Description of Evidence la 1b 2a 2b 2c 3a 3b 3c
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ElementC04.2 Agree objectives and work plans with teams and individuals

Evidence Commest Where knowledge evidence is used to cover itermesngfe not included in the workplace evidence, this should be specified here,
Reference should be made to the relevant expert witness statements and assessor Q&A reports in the portfolio.

Notes/Comments

The candidate has satisfied the Assessor and Internal Verifier that the performance evidence has been met.

Candidate: Date:
Assessor: Date:
Internal Verifier: Date:
Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5 122
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ElementC04.3 Assess the performance of teams and individuals

Performance Criteria

This involves:

(@)
(b)
(c)
(d)
(€)
(f)

clearly explaining th@urpose of monitoring and assessmento
all those involved

giving opportunities to teams and individualsrionitor and
assessheir own performance against objectives and work plar
monitoring the performance of teams and individuals at times
most likely to maintain and improve effective performance
assessing the performance of teams and individuals based or
sufficient, valid and reliableaformation

carrying out your assessments objectively, against clear, agre
criteria

assessing taking due account of the personal circumstances
team members and tleeganisational constraintson their work

Manage Teams and Indivduals

Range
1 Purpose:
(a) assuring thabtbjectives have been achieved
(b) assuring that quality and custer requirements have been me
(c) appraisingeam or individual performance
(d) assessing performance for reward
(e) recognising compent performance argthievement
2 Monitoring and assessment:
(@) specifc to one activity or objective
(b) general to overall perfarance of the team or individual
3 Information:
(a) qualitative
(b) quantitative
4  Organisational constraints:
(a) organisational objective
(b) organisational policies
(c) resources
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UNIT CCM5/C04 (FO87 09
ElementC04.3 Assess the performance of teams and individuals
Evidence Requirement® Performanceand Process

Product Evidence

1 You must also showvedence that you take account of all types
organisational constraint§) [4]

2 You must prove that you assess the performance of teams ar
individuals to the National Standard of competefiad) [all]

3 You must show evidence that you use at leasttype of
monitoring and assessme(d,b,c,e,f) [2]

4 You must show evidence that you use both types of informati
(d) [3]

5 You must show evidence that your assessments have at leas
types of purposda) [1]

6 You must, however, convince yoassessor that you have the
necessary knowledge, understanding and skills to be able to
perform competently in respect of all types of purpose,
monitoring and assessme(ll) [1,2]

Process Evidence

1 You must prove that you assess the performanteaais and
individuals to the National Standard of competelfai) [all]

Your evidence must be the result of real work activities undertaken
yourself. Evidence from simulated activitiesdd acceptable for this
Element.

Manage Teams and Individuals

Evidence Requirement® Knowledge and Understanding

1

5

Communication:

(a) the importance of being clear yourself aboutpgbigose of
monitoring and assessmenand communicating this effectivel
to those involved

Continuous improvement:

(a) the importance afnonitoring and assessinghe ongoing
performance of teams and individuals

(b) different purposes of wonkonitoring and assessment

(c) how to makdair and objective assessments

(d) how tomonitor and assesshe perfomance of teams and
individuals

(e) the standards againghich work is to be assessed

(f)  theinformation needed to assess the pemiance of teams and
individuals

Information handling:
(@) how the necessaigformation should be gathered and
validated

Involvement and motivation:
(@) the importance gbroviding opportunities to team members to
monitor and assessheir own work, and how to enable this

Organisational context
(a) theorganisational constraintswhich may affecthe
achievement of objectives
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ElementC04.3 Assess the performance of teams and individuals

Evidence Requirement® Knowledge and Understanding(cont)

6 Providing support:

(@) the types of personal circumstances which may impact
individual performance

125
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ElementC04.3 Assess the performance of teams and individuals

PerformanceCriteria

No

Description of Evidence

a b c
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Manage Teams and Individuals

ElementC04.3 Assess the performance of teams and individuals

Range
No | Description of Evidence la 1b 1c 1d le 2a 2b 3a 3b 4a 4b 4c
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ElementC04.3 Assess the performance of teams and individuals

Evidence Comments: Where knowledge evidence is used to cover iteangefot included in the workplace evidence, this should be specified here.
Reference should be made to the relevant expert witness statements and assessor Q&A reports in the portfolio.

Notes/Comments

The candidate has satisfied the Asseasal Internal Verifier that the performance evidence has been met.

Candidate: Date:
Assessor: Date:
Internal Verifier: Date:
Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5 128
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ElementC04.4 Provide feedback to teams and individual®n their performance

Performance Criteria Range
This involves: 1 Feedback:
(@) positive
(@) providingfeedbackto teams and individuals insgtuation and in (b) negative
a form and manner most likely to maintain and improve their (c) spoken
performance (d) written
(b) providingfeedbackwhich is clear, and is based your objective
assessment of their performance against agreed objectives 2  Situation:
(c) providingfeedbackacknowledging your team members (@) during normal dayto-day activities
achievements (b)  when required to maintain motitkan, morale and effectiveness
(d) giving feedbackproviding your team members with constructiv (c) during formal appraisals
suggestions and encouragement for improfirigre performance (d) atteam meetings and briefings
against their work and development objectives (e) during onfidential discussions of work

(e) providingfeedbackin a way which shows respect for individua
and the need for confidentiality

(f)  giving opportunities to teams and individuals to respond
feedback and recommendg how they could improve their
performance in the future
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Manage Teams and Individuals

ElementC04.4 Provide feedback to teams and individuals on their performance

Evidence Requirenentsd Performanceand Process

Product Evidence

1

2

You must also show evidence that you give feedback in at le¢
three types of situatiorfa) [2]

You must prove that you provide feedback to teams and
individuals on their performance to the NatioBtndard of
competenceg(all) [all]

You must show evidence that you provide all types of feedbau
(a) [1]

You must, however, convince your assessor that you have th
necessary knowledge, understanding and skills to be able to
perform competently inespect of all types of situatiofa) [2]

Process Evidence

1

2

You must also show evidence that you give feedback in at lez
three types of situatiorfa) [2]

You must prove that you provide feedback to teams and
individuals on their performance the National Standard of
competence(all) [all]

You must show evidence that you provide all types of feedba:

(a) [1]

Your evidence must be the result of real work activities undertaken
yourself. Evidence from simulated activitiendt acceptal@ for this
Element.

Evidence Requirement® Knowledge and Understanding

Communication:

(@)
(b)
(©)
(d)

the important of good communicatiskills when providing
feedback

how to provide both positive and negative feedback tmtea
members on their performance

how to choose an appropriate time and a place to ghabfek
to teams and individual

how to provide feedback in a way which encourages your te
membergo feel that you respect them

Continuous improvement:

(@)

(b)
(€)

the importance of providing @e and accurate feedback to yol
team members on their performance and your role and
resporsibilities in relation to this

information handling

the principles of confidentiality when providing feedbdéck
which people should recat which pieces ohiformation

Involvement and motivation:

(@)
(b)
(€)

how to motivate team members and gain themmitment by
providing feedback

the importance of being encouraging when providing feedba
to team members and shiog respect for those involved

the impotance of providing constructive suggestions on how
performancean be improved
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ElementC04.4 Provide feedback to teams and individuals on their performance
Evidence Requirement® Knowledge and Uncerstanding (cont)
4  Communication:

(@) the important of giving those involved the opportunity to
provide suggestions on how to improve their work
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ElementC04.4 Provide feedback to teams and indiiduals on their performance

PerformanceCriteria

No

Description of Evidence

a b c
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ElementC04.4 Provide feedback to teams and individuals on their performance

Manage Teams and Individuals

Range
No | Description of Evidence la 1b 1c 1d 2a 2b 2c 2d 2e
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ElementC04.4 Provide feedback to teams and individuals on their performance

Evidence Comments: Where knowledge evidence is used to cover iteemgefhot included in the workplace evidence, this should be specified here,
Reference should be made to the relevapeswitness statements and assessor Q&A reports in the portfolio.

Notes/Comments

The candidate has satisfied the Assessor and Internal Verifier that the performance evidence has been met.

Candidate: Date:
Assessor: Date:
Internal Verifier: Date:
Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5 134
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ElementC04.5 Enable people to learn and benefit from your experience

Performance Criteria

This involves:

(@)
(b)

(c)
(d)

(e)
()
(9)
(h)

identifying and offering adequate and appropragiportunities
and resourcedor peopleto learn

selecting and summarising relevant and up to date informatio
about knowledge and practice in a format which is suitable fo
distribution and for developing learning materials

advising and coachingeopleso that they can identify their
current level of competence, their learning needs and targets
selecting and using appropridéarning techniques and
methodswhich are suitable for the topic and the needs of the
individual

presenting informatioto peopleusing a pace, style and form
which is appropriate to their needs

encouragingeopleto ask questions, seek clarification and ad\
when they need help and during learning activities
reviewingpeoples progress towards agreed objectivand giving
realistic and positive feedback on achievements

identifying, through discussion witheople areas where they
need help to achieve their agreed competence levels and usil
information to producan agreed personal development plan

Manage Teams and Individuals

Range

Opportunities and resources:

(@) paidtime

(b) personal time

(c) office

(d) site, group and mutual collaboration

People:

(@) colleagues

(b) junior colleagues

(c) trainees entering the industry
(d) potential entrants to the industry

Learning techniques and methods:

(a) attending traiing and educational programmes
(b) coaching

(c) mentoring

(d) instructing

(e) agreeing wik based learning opportunities
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ElementC04.5 Enable peopleto learn and benefit from your experience

Evidence Requirement® Performanceand Process

Taken as a whole, the evidence must show that the candidate
consistently meets all the Performance Criteria, across the Ranges
the Element.

References in br&ets after items in thevidence specification refer to
the corresponding Performance Criterizg (a), andRange,eg[1], to
which they apply.

Product Evidence

There must be workplace evidence against each performance critel
Where the workplace elénce does not cover a whole Range,
knowledge evidence must be provided to cover the remaining items
Range of each relevant performance criterion.

The candidate must produce documentary evidence from the workj
covering the following items that acensidered to be common and
keyl/critical to demonstrate competence:

1 Personal development plan(s) which include identified

competence level needs, opportunities and resources for peo

learn, reviewed progress and feedbdalg,h) [1,2]

Information summarised for developing learning materigd} [3]

Record(s) of questions asked, advice and clarification sought

coaching given(c) [2]

4 Record(s) of presented information which includes selected
learning technigues and methods, feedbguokstions,
clarification and advicgd,e,f) [2,3]

w N

Evidence Requirement®d Performanceand Process (cont)

Process Evidence

The candidate must produce observed evidence from the workplace
covering the following items that are considered to be commdn a
keyl/critical to demonstrating competence:

1 Presentation(s) made (e,f) [2]

Simulations are not considered to be acceptable for producing evidenc
this Element.
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ElementC04.5 Enable peope to learn and benefit from your experience

Evidence Requirement® Knowledge and Understanding Evidence Regiirementsd Knowledge and Understanding(cont)
Established from questioning the candidate or from industry recogn 11 How and why do you select relevant and up to date information ak
education and training course assessment which is matched to the knowledge and practice? (evaluation) (b) [3]
Element. A candidafe knowledge and understanding can also be 12 How do you use appropriakearning techniques and method?
demonstrated through presented performance evidence. (application) (d) [3]

13 How and why do you select appropridéé¢arning techniques and
1 What do you identify as adequate and appropdpfrtunities methods? (evaluation) (d) [3]

and resourcedor peopleto learn? (understanding) (a) [1,2]

2 What do you identify as areaswhich peopleneed help to
achieve agreed competence levels? (understanding) (h) [2]

3 How do you offer adequate and approprigdeortunities and
resourcesfor peopleto learn? (synthesis) (a) [1,2]

4 How do you present information people? (applicéion) (e) [2]

5 How do you encourageeopleto ask questions, to seek
clarification and advice when they need help and during learn
activities? (application) (f) [2]

6 How do you use information abopoples needs to produce an
agreed personal dewgiment plan (application) (h) [2]

7 How and why do you revieweoplds progress towards agreed
objectives? (analysis) () [2]

8 How and why do you advise and cogaopleso that they can
identify their current level of competence, their learning needs
and targets? (synthesis) (c) [2]

9 How and why do you give realistic and positive feedback on
achievements? (synthesis) (g) [2]

10 How do you summarise relevant and up to date information a
knowledge and practice? (application) (b) [3]
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Manage Teams and Individuals

ElementC04.5 Enable people to learn and benefit from your experience

Performance Criteria
No | Description of Evidence a b c h
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Manage Teams and Individuals

ElementC04.5 Enable people to learn and benefit from your experience

Range
No | Description of Evidence la 1b 1c 1d 2a 2b 2c 2d 3a 3b 3c 3d 3e
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ElementC04.5 Enable people to learn and benefit from your experience

Evidence Comments: Where knowledge evidence is used to cover iteemgefhot included in the workplace evidence, this should be spedfied h
Reference should be made to the relevant expert witness statements and assessor Q&A reports in the portfolio.

Notes/Comments

The candidate has satisfied the Assessor and Internal Verifier that the performance evidence has been me

Candidate: Date:
Assessor: Date:
Internal Verifier: Date:
Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5 140
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UNIT CCM5/C05 (FO75 09 Enhance Working Relationships and Develop Self

This Unit has the following Elements:

CCM5/C.1 Enhance the trust and support of colleagues

CCM5/C.2 Enhance the trust and support of those to whom you report

CCM5/C®.3 Provide guidance on values at work

CCM5/Cb.4 Develop and maintain relationships with people who are affected by your work
CCM5/C®.5 Undertake personal development in the occupatianatioe area

Unit Summary

This Core Unit covers the candidatebds key responsi belsheicamesirdo chntaat. talsos ur i n

includes developing himself/herself.

Element 5.1 is about ensuringnstructive working relationships with work colleagues, consulting them, keeping them informed, honouring commitments to
them, and providing necessary support.

Element 5.2 covers the maintenance of good relationships with those senior in the orgams&pmrting, explaining, clarifying, and resolving
disagreements.

Element 5.3 is about providing guidance on values at work; consulting, working within appropriate limits, resolving Enothlienp®sing sanctions where
necessary.

Element 5.4 is atut relationships with those outside the candiabeganisationeg clients, users and the public. This includes informing, advising,
proposing, clarifying and resolving conflicts.

Element 5.5 is about personal development; identifying your developraeds, planning the development process, carrying out the plan, and reviewing its
effectiveness.
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ElementC05.1 Enhance the trust and support of colleagues

Performance Criteria

This involves:

(@)

(b)

(c)
(d)

(€)
(f)

consulting withcolleaguesabout proposed activities at
appropriate times and in a manner encouraging open, frank
discussion

keepingcolleaguednformed about organisational plans and
activities, emerging threats and opportunities

honouring the commitments you makectileagues
treatingcolleaguesn a manner which shows your respect for
individuals and the need for confidentiality

giving colleaguessufficient support for them to achieve their
work objectives

discuwssing directly with theolleaguesconcerned youevaluation
of their work and behaviour

Enhance Working Relationships and Develop Self

Range

1 Colleagues:
(@) working at the same level as you
(b) working at a higher level than you
(c) working at a lower level than you
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ElementC05.1 Enhance the trust and support of colleagues

Evidence Requirement® Performanceand Process Evidence Requirement® Knowledge and Understanding

Product Evidence 1

1 You must prove that you enhance the trust and support of
colleagues to the Natnal Standard of competence. (all) [all]

2 You must show evidence of gaining the trust and support of t\
types of colleaguesall) [all]

3 You must, however, convince your assessor that you have th
necessary knowledge, understanding and skills tilecta
perform competently in respect of all types of colleagues. (all)
[all]

Process Evidence

None applicable

Communication:

(@)
(b)
(©)
(d)
(e)

how to consult witltcolleaguesn a way which encouges open
ard frank discussions

how to select communication methods appropriate to thedss
and contexts

the importance of effective communication methods to
productive working relationships

the importance of discussing evaluations of output and
behaviou at work promptly ad directly with those concerned
how to provide feedback in a way which wékd to a
constructive outcome

Information handling:

(@)

the types of information concerniglleaguesvhich need to be
treated confidentially and pcedures to follow to ensure this

Organisational context:

(@)

(b)

(©)
(d)

the organisational plans and activities, emerging threats and
opportunities, which are relevant to the worlcofleaguesand
aboutwhich they need to be informed

the strategies and sed of working which encourag#fective
working relationships

the importance of honouring commitmentsttleagues

the importance of showing respect émlleaguesand how to do
this
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UNIT CCM5/C05 (FO75 09 Enhance Working Relationships and Deelop Self
ElementC05.1 Enhance the trust and support of colleagues
Evidence Requirement® Knowledge and Understanding(cont)

4 Providing support:
(@) the supportolleaguesmay require to achieve their
objectives and how to provide such support
(b)  working relationships
(c) how people work in groups especially at senior levels
within an organisation
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ElementC05.1 Enhance the trust and support of colleagues

PerformanceCriteria

No

Description of Evidence

a b c d
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ElementC05.1 Enhance the trust and support of colleagues

EnhanceWorking Relationships and Develop Self

Range

No

Description of Evidence

la

1b

1c
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UNIT CCM5/C05 (FO75 09 Enhance Working Relationships and Develop Self

ElementC05.1 Enhance the trust and support of colleagues

Evidence Comments: Where knowledge evidence is used to cover iteangi@fot included in the workplace evideribes should be specified here.
Reference should be made to the relevant expert witness statements and assessor Q&A reports in the portfolio.

Notes/Comments

The candidate has satisfied the Assessor and Internal Verifier that thenpente evidence has been met.

Candidate: Date:
Assessor: Date:
Internal Verifier: Date:
Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5 147
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ElementC05.2 Enhance the trust and support of those to whom you report

Performance Criteria Range
This involves: 1 Those to whom you report:
(@) anindividual
(@) giving those to whom you reporttimely and accurate reports ol (b) an organisation, board or other authority
activities, progress, results and achievements
(b) giving those to whom you reportclear and accurate informatiol 2 Proposals:
about emerging threats and opportwstvith a degree of (@) spoken
urgency appropriate to the situation (b)  written

(c) ensuring youproposalsfor action are clear and realistic

(d) presenting youproposalsfor action tothose to whom you
report at appropriate times

(e) where you have disagreements wiltbseto whom you report,
making constructive efforts to resolve thelssagreements and
maintain good working relationship
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UNIT CCM5/C05 (FO75 09 Enhance Working Relationships and Develop Self

ElementC05.2 Enhance the trust and support of those to whom you report
Evidence Requirement® Performanceand Process Evidence Requirement® Knowledge and Understanding

Product Evidence 1 Communication:

1 You must also show evidence tlyau present proposals in one
form. (c,d) [2]

2 You must prove that you enhance the trust and support of thc
whom you report to the National Standard of competence. (al
[all]

3 You must show evidence that you gain the support of one of 1
to whom you report. (a,b,d,e) [1]

4 You must, however, convince your assessor that you have th:
necessary knowledge, understanding and skills to be able to
perform competently in respect of all types of those to whom
report and all types proposals. (al)l]

Your evidence must be the result of real work activities undertaken
yourself. Evidence from simulated activities is not acceptable for thi
Element.

Process Evidence

None applicable

(a) the importance of keepirthose to whom you reportinformed
of activities, progress, results antheevements and how to do
this

(b) how to develop and presgmbposalsin ways which are
realistic, clear and likely to influence thasewhom you report
positively

Organisational context:

(a) the management structures, lines of accountabilidycamtrol in
your organisation

(b) the general responsibilities thfose to whom you report

(c) the decision making presses within your orgargison

(d) the types of emerging threats and opportunities about which
those to whom you reportneed to be informed and the degre
of urgency attached to these

(e) the types of organisational policies and ways of working abo
which you need to consult withose to whom you report and
how to do his

Working relationships:

(@) strategies and styles of working which encourdtgctve
working relationships

(b) methods of handling disagreemewith those to whom you
report in a constructive manner
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ElementC05.2 Enhance the trust and support of those to whom you report

PerformanceCriteria

No

Description of Evidence

a b c
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Enhance Working Relationships and Develop Self

ElementC05.2 Enhance the trust and support of those to whom you report

Range

No

Description of Evidence

la

1b

2a

2b
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UNIT CCM5/C05 (FO75 09 Enhance Working Relationships and Develop Self

ElementC05.2 Enhance the trust and support of those to whom you report

Evidence Comments: Where knowledge evidencsésl to cover items ofmge not included in the workplace evidence, this should be specified here.
Reference should be made to tekevant expert witness statements and assessor Q&A reports in the portfolio.

Notes/Comments

The candidate has satisfied the Assessor and Internal Verifier that the performance evidence has been met.

Candidate: Date:
Assessor: Date:
Internal Verifier: Date:
Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5 152

© SQA 2010



UNIT CCM5/C05 (FO75 09 Enhance Working Relationships and Develop Self

ElementC05.3 Provide guidance on values at work
Performance Criteria
This involves:

(&) consulting withrelevant peopleon the way in wtgh values are
expressed in work and working relationships

(b) providing clear and relevaguidanceon organisational values
and the limits of acceptable practice

(c) where problems and conflicts arise which cannot be addresse
routinely, providing adecte resources to resolve the situation
promptly

(d) where activities contradict organisational values guidance
imposing disciplinary sanctions in line witinganisational
policies and legal requirement

Range

1

Relevant people:

(@) team members

(b) colleagues workingt the same level as yourself
(c) higherlevel managers or sponsors

(d) specialists

Guidance:

(@) individual counselling

(b) group discussions

(c) training programmes

(d) publication of guidance materials
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ElementC05.3 Provide guidance on values at work

Evidence Requirement® Performanceand Process

Product Evidence

1

2

You must prove that you provide guidance on values at work
the National Standaraf competence. (all) [all]

You must show evidence of consulting with, and providing
guidance to, two types of relevant people. (a) [1]

You must show evidence of providing two types of guidance.
(b,c) 2]

You must, however, convince your asseshat you have the
knowledge, understanding and skills to be able to perform
competently in respect of all types of relevant people and
guidance. (a,b,d) [all]

You evidence must be the result of real work activities undertaken |
yourself. Evidence frommsulated activities is acceptable only for
Performance Criterigc) and (d) in this Element.

Process Evidence

None applicable

Enhance Working Relationships and Develop Self

Evidence Requirement® Knowledge and Understanding

1

2

3

Communication:

(@)

how to consult with team members, colleagues, tiranagers
and personriespecialists on values issues

Organisational context:

(a)
(b)

(©)

(d)

the values of your organisation

how to interpret organisational values and identify the
implications for behaviour at wk and in working relationships
the typesof breaches of organisational values gnalance
which could occur and what kind of responses to these are
appropriate according to organisational policy and legal
requirenents

the types of problems and conflicts which may arise concern
the applicéion of values within the organisatiamd strategies t
resolve these

Working relationships:

(@)

(b)

the importance of values to organisations and the contributic
they can make to the work of staff and ovieoafjanisational
effectiveness

the typesof guidancewhich team members, colleagues, line
managers and personnel specialists may require on
organisational values and the limits of acceptable practice ai
how to provide thiguidance
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ElementC05.3 Provide guidance on values at work

PerformanceCriteria

No

Description of Evidence

a b

Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5
© SQA 2010

155




UNIT CCM5/CO05 (FO75 094

ElementC05.3 Provide guidance on values at work

Enhance Working Relationships and Develop Self

Range
No | Description of Evidence la 1b 1c 1d 2a 2b 2c 2d
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ElementC05.3 Provide guidance on vales at work

Evidence Comments: Where knowledge evidence is used to cover iteemgefhot included in the workplace evidence, this should be specified here,
Reference should be made to the relevant expert witness statements and assessor Q&Atheppaorsfatio.

Notes/Comments

The candidate has satisfied the Assessor and Internal Verifier that the performance evidence has been met.

Candidate: Date:
Assessor: Date:
Internal Verifier: Date:
Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5 157
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Enhance Working Relationships and Develop Self

ElementC05.4 Develop and maintain relationships with people who are affected by your work

Performance Criteria

This involves:

(@)
(b)
(c)

(d)

(€)
(f)

developing, maintaining and encouragwmgrking relationships
with people which promote goodwill and trust

informing people aboutwork activities in an appropriate level
of detail and with an appropriate degree of urgency

offering advice and help tgeopleaboutwork activities with
sensitivity and encouraging gt@ons, requests for clarification
and comments

presentingproposals for action clearly freopleat an
appropriate time and with the right level of detail for the degre
change, expenditure and risk involved

clarifying with peopleobjectiongto proposals and suggesting
alternative proposals

resolving conflicts and differences of opinion in ways which
minimise offence, and maintagoodwill, trust and respect

Range

Working relationships:

(@) formal

(b) informal

People:

(@) thosecommissioning work
(b) employers

(c) employees

(d) clients and customers

(e) statutory bodies

()  users

(g) professional consultants

(h) contractors

(i)  consultants

() partners

(k) general public

(D community groups

(m) suppiers of products and services
(n) government agencies
Promote goodwill and trust:

(@) demonstrating a duty of care
(b) ethical relationships

(c) professional independence
(d) honouing promises and undertakings
(e) honest relationships

(f)  constructive relationships
(g9) equal opprtunities
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ElementC05.4 Develop and maintain relationships with people who are affected by your work

Range(cont)

4 Informing, offering advice, presenting and clarifying:
(@) orally
(b) in writing
(c) using graphics
(d) electronically

5 Work activities:
(@) progress
(b) results
(c) achievements
(d) emerging threats
(e) risks
(H  opportunities

Evidence Requirementsd Performanceand Process

Taken as a whole, the evidencestrehow that the candidate consistently
meets all the Performance Criteria, across Raages for the Element.

References in brackets after items indhielence specification refer to the
corresponding Performance Criteriag (a), andRange,eg[1], to which

they apply.
Product Evidence

There must be workplace evidence against each performance criterion
Where the workplace evidence does not cover a viResige, knowledge
evidence must be provided to cover the remaining itefRarafe of each
relevart performance criterion.

The candidate must produce documentary evidence from the workplac
covering the following items that are considered to be common and
key/critical to demonstrate competence:

1 Record(s) of people with whom working relationsHhiypse been
developed(a) [1,2]

Information and advice provided about work activitigsb,c,f) [all]
Proposal(s) presented, including clarification and alternatives offer
(d,e) [1,2,3,4]

2
3
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Enhance Working Relationshipsand Develop Self

ElementC05.4 Develop and maintain relationships with people who are affected by your work

Evidence Requirement® Performanceand Process (cont)
Process Evidence

The candidate must produce observed evidence from the workplac:
coverirg the following item(s) that are considered to be common an
keyl/critical to demonstrating competence:

1 Information, advice and presentatio(edl) [all]

Simulations are not considered to be acceptable for producing evid
for this Element.

Evidence Requirementsd Knowledge and Understanding

Established from questioning the candidate or from industry recognise:
education and training course assessment which is matched to the Ele
A candidatés knowledge and understanding can also be demdedtra
through presented performance evidence.

1

2

How do you maintain and encouragerking relationships with
peoplewhich promote goodwill and trust? (application) (a) [1,2,3]
How and why do you develogorking relationships with people
which promote gaodwill and trust? (synthesis) (a) [1,2,3]

How and why do you resolve conflicts and differences of opinion ir
ways which minimise offence, and maintgmodwill, trust and
respect? (synthesis) (f) [3]

How do you encourage questions, requests fofficiation and
comments? (application) (c) [4]

How do youpresentproposals for action tpeople? (application) (d)
[2,4]

How do youclarify with peopleobjections to proposals? (applicatior
(e) [2,4]

How and why do you suggest alternative proposdiere objections
have been raised in respect of existing proposals? (synthesis) (e)
How and why do yoinform people aboutwork activities in an
appropriate level of detail and with an appropriate degree of urgen
(application) (b) [4,5]

How and why do yowffer adviceand help tpeopleaboutwork
activities? (synthesis) (c) [2,4,5]
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ElementC05.4 Develop and maintain relationships with people who are affected by wowork

PerformanceCriteria

No

Description of Evidence

a b c d
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Enhance Working Relationships and Develop Self

ElementC05.4 Develop and maintain relationships with people who are affected by your work

Range
No | Description of Evidence |1a|1b|2a|2b|2c|2d|2e| 2f |2g|2h| 2i | 2j | 2k| 21 [2m| 2n|3a|3b|3c|3d| 3e| 3f|3g| 4a|4b|4c|4d|5a|5b| 5¢|5d| 5e| 5f
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ElementC05.4 Develop and maintain relationships with people who are affected by your work

Evidence Comments: Where knowledge evidence is used to cover iteemg®fhot included in the workplace evidence, this shoulgdxfed here.
Reference should be made to the relevant expert witness statements and assessor Q&A reports in the portfolio.

Notes/Comments

The candidate has satisfied the Assessor and Internal Verifier that the performance e\addrmenhmet.

Candidate: Date:
ASSsessor: Date:
Internal Verifier: Date:
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Enhance Working Relationships and Develop Self

ElementC05.5 Undertake personal development in the occupational practice area

Performance Criteria

This involves:

(@)

(b)
(c)
(d)
(e)
(f)

()

(h)

analysing the current personal level of performance against tt
identified standards of competenceand recording a profile of
present competence apdrsonal developmenneeds

identifying and selecting relevastandardsof competence
against whictpersonal developmentan be measured
identifying and contactingources of support and guidancéor
undertakingpersonal development

defining the personaims and objectivedor undertaking
personal development

preparing adevelopment planfor achieving identified
development needs

undertakingdevelopment activitiesaimed at achieving identifiec
development needs, reviewing and recording progress and th
effectiveness of the activities

measuring achieveent of identified development needs and
recording evidence of competence gained against the identifi
standards of competence

reviewing the cycle ogpersonal development aims and
objectivesand revising and updatiraims andobjectivesto suit
changing circumstances

Range

1

3

4

Standards of competence:

(a) job descriptions

(b) profesgonal institution requirements
(c) national occupational standards

Personal development:

(a) mairtenance of existing competence
(b) improvements to existing competsn

(c) development ohew competence

(d) commitment to professional excellence

Sources of support and guidance:

(a) national/industry bodies

(b) professional institutions

(c) education and training providers
(d) in house

Aims and objectives:

(@) preparation for new jobs

(b) intellectual challenge

(c) need for updating

(d) need to provide evidaee of professional competence

(e) compliance with employaand professional requirements
(f)  promotion or job change

(g) awareness of shortcomings
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ElementC05.5 Undertake personal development in the occupational practice area

Range(cont)

5 Development plan includes:
(@) priorities
(b) target dates
(c) development activities

6 Devdopment activities:
(a) formal courses
(b) research
(c) work experience
(d) personal study

Evidence Requirement®d Performance

Taken as a whole, the evidence must show that the candidate consiste
meets all the Performance Criteria, across Raages for the Element.

References in brackets after items indhielence specification refer to the
corresponding Performance Criteriag (a), andRange,eg[1], to which

they apply.
Product Evidence

There must be workplace evidence against eachnpeafoce criterion.
Where the workplace evidence does not cover a viResige, knowledge
evidence must be provided to cover the remaining itefRarafe of each
relevant performance criterion.

The candidate must produce documentary evidence from the acekpl
covering the following items that are considered to be common and
key/critical to demonstrate competence:

1 Record(s) of personal development aims and objectives which inc
sources of support and guidance and selected standards of compe
and eviews and updatinga,b,c,h) [1,2,3,4]

2  Profile(s) of present competence identified against standards of
competencga) [1,2]

3 Personal development plan(s) which include identified developmel
needs(d,e) [5]

4 Record(s) of developed progress asleiment and evidence of
competence identified against standards of competérge[4,6]
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Enhance Working Relationships and Develop Self

ElementC05.5 Undertake personal development in the occupational practice area

EvidenceRequirementsd Performanceand Process (cont)

Simulations are not considered to be acceptable for producing evid
for this Element.

Process Evidence

None applicable

Evidence Requirement® Knowledge and Understanding

Established from questiorgrthe candidate or from industry recognised
education and training course assessment which is matched to the Ele
A candidatés knowledge and understanding can also be demonstrated
through presented performance evidence.

1

2

© 0

10

How do you record a profilef present competence apdrsonal
developmentneeds? (application) (a) [1,2]

What do you identify as relevastandards of competencagainst
which personal developmentan be measured? (understanding) (b’
[1.2]

How and why do you analyse the cunrpersonal level of performanc
against the identifiedtandards of competence (analysis) (a) [1,2]
How and why do you select relevatandards of competenceagainst
which personal developmentan be measured? (evaluation) (b) [2,
What do you iéntify assources of support and guidancéor
undertakingpersonal developmen? (understanding) (b) [2,3]

How do you contactources of support and guidancéor undertaking
personal developmert (application) (c) [2,3]

How and why do you define thepsonakims and objectivedor
undertakingpersonal developmen? (evaluation) (d) [1,2,4]

How and why do you preparedavelopment plar? (synthesis) (e) [5]
How do you measure achievement of identified development neec
record evidence of compatce gained against the identifi@dndards
of competenc® (application) (g) [4]

How do you record evidence of competence gained against the
identified standards of competence (application) (g) [1]
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UNIT CCM5/C05 (FO75 09 Enhance Working Relationships and Develop Self

ElementC05.5 Undertake personal development in the occupational practice area
Evidence Requirement® Knowledge and Understanding(cont)

11  How and why do you review the cycle mérsonal development
aims and objective® (analyss) (h) [1,2]

12 How do you revise and updgtersonal development aims and
objectivesto suit changing circumstances? (application) (h) [2

13 How and why do you undertakkevelopment activitie®
(evaluation) (f) [2,4]
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Enhance Working Relationships and Develop Self

ElementC05.5 Undertake personal development in the occupational practice area

Performance Criteria
No | Description of Evidence a b c d e h
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ElementC05.5 Undertake persmal development in the occupational practice area

Enhance Working Relationships and Develop Self

Range
No | Description of Evidence | 1a|1b|1c|2a|2b|2c|2d|3a|3b|3c|3d|4a|4b| 4c|4d|4e| 4f |4g| 5a|5b| 5¢c | 6a|6b| 6¢| 6d
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ElementC05.5 Undertake personal development in the occupational practice area

Evidence Comments: Where knowledge evidence is used to cover iteemgefhot included in the workplace evidence, this should be specified here,
Reference should be matb the relevant expert witness statements and assessor Q&A reports in the portfolio.

Notes/Comments

The candidate has satisfied the Assessor and Internal Verifier that the performance evidence has been met.

Candidate: Date:
Assessor: Date:
Internal Verifier: Date:
Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5 170
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UNIT CCM5/ 006 (FO7X 04 Manage Factors Affecting Project Feasibility

This Unit has the following Elements:

CCM5/006.1 Identify investigation requirements
CCM5/006.2 Confirm legislation requirements andrestraints
CCM5/006.3 Agree project cost strategies

Unit Summary

This Optional Unit coves the candidateds key r es pdecidngvihéther ot notdospurfue r as s e
them. This Unit is particulyr applicable to projects involving partnering arrangements.

Element 6.1 is about deciding what research is needed to gather the necessary inférregtionmaking decisions; and for managing the investigations.
This is likely to include the basic geat data and context.

Element 6.2 covers the legal context of proposed projects, and obtaining the necessary inférragtionplanning and environmental issd@egor making
decisions.

Element 6.3 is about researching the cost strategy optionsfecipopportunities, evaluating all the information gathered, and deciding whether or not to go
ahead.
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Element006.1 Identify investigation requirements

Performance Criteria

This inwlves:

(@) identifying the factors foinvestigationthat may be significant
for the planned development by examining data, setting up ar
facilitating discussions and meetings

(b) selecting the critical aspects of both the site and the surround
areaswvhich requiranvestigation and prioritising them

(c) agreeing the priorities fanvestigation, an accurate estimate of
the time and costs involved, and summarising both the prioriti
and estimates in dnvestigation brief

(d) obtaining anypermission(s) needed to carry out thievestigation
and confirming that they are valid before theestigation starts

(e) checking and confirming that insurance has been taken out tc
provide full cover against accidents and negligence

()  contacting people andganisations who will be affected by the
investigation, providing them with clear and accurate informati
and asking for their cooperation

(g0 commissioningnvestigationsby selecting people and
organisations who are competent to do the work

(h) evaluding the results of thmvestigation and deciding on an

appropriate course of action

Range

Manage Factors Affecting Project Feasibility

(Factors for) investigation:

(a)
(b)
(c)
(d)
(e)
(f)
(9)
(h)

historical

conservation

social

visual and spatial

ecological and environmental
construction

measuregurvey

physical testing

Permission(s) from:

(a)
(b)
(c)
(d)

client(s)

owner(s) and occupier(s)
adjaning owner(s) and occupier(s)
notifiable authorities
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UNIT CCM5/ 006 (FO7X 04 Manage Factors Affecting Project Feasibility

ElementO06.1 Identify investigation requirements

Evidence Requirement® Performanceand Process Evidence Requirement® Performance and Process (cont)

Taken as a whole, the evidence must show that the candidate Simulations are not considered to be acceptable for producing evidenc
consistently meets all the Performance Criteria, acros&Rtmges for this Element.

theElement.

Process Evidence
References in brackets affeems in theevidence specification refer to
the corresponding Performance Criterizg (a), andRange,eg[1], to None applicable
which they apply.

Product Evidence

There must be workplace evidence against each performance critel
Where the workplace evidence damt cover a wholRange,
knowledge evidence must be provided to cover the remaining items
Range of each relevant performance criterion.

The candidate must produce documentary evidence from the workj
covering the following items that are consieérto be common and
keyl/critical to demonstrate competence:

1 Investigation brief(s) including significant factors; critical aspe
of site and surroundings; priorities; time and cost estimates
(a,b,c) [1]

Record(s) of permissions and insurar{dee) [2]

Record(s) of commissioning investigatio(s) [1]
Specification(s) for contractor(qy) [1]

Record(s) of discussion(s) and meeting@)) [1]

Record(s) of evahtions of investigation results and decided
course of actiongh) [1]

OOk, wWN
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UNIT CCM5/ 006 (FO7X 04

ElementO06.1 Identify investigation requirements

Evidence Requirement® Knowledge and Understanding

Established from questioning the candidate or from industry recogn
education and training course assessment which is matched to the
Element. A catidates knowledge and understanding can also be
demonstrated through presented performance evidence.

1

2

How and why do you commissidnvestigations? (evaluation)

(9) 1]

How do you summarise the priorities and estimates? (applica
(c) [1]

How do you check and confirm insurance has been taken out'
(application) (e) [1]

How and why you identify thactors for investigation that may
be significant for the planned development? (synthesis) (a) [1
How and why do you select the critical asgeaftthe site and the
surrounding areas which requinwvestigation? (evaluation) (b)
[1]

How and why do you prioritise the critical aspects of the site ¢
the surrounding areas which requimgestigation? (analysis) (b)
[1]

How and why do you ageethe priorities foinvestigation, and an
accurate estimate of the time and costs involved? (evaluation
[1]

How do you obtain angermissionsthat will be needed to carry
out theinvestigation and confirm that they are valid before the
investigation starts? (application) (d) [1,2]

Manage Factors Affecting Project Feasibility

Evidence Requirement®d Knowledge and Understanding (cont)

9 How do you contact people and organisations who will be affected
theinvestigation, provide them with clear and accurate information
and ask for theiraoperation? (application) (f) [1,2]

10 How and why do you evaluate the results ofitiwestigation and
decide on an appropriate course of action? (evaluation) (h) [1]
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UNIT CCM5/ 006 (FO7X 04)

Element006.1

Manage Factors Affecting Project Feasibility

Identify investigation requirements

Performance Criteria
No | Description of Evidence a b c d e h
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UNIT CCM5/ 006 (FO7X 04

Element006.1

Manage Factors Affecting Project Feasibility

Identify investigation requirements

Range
No | Description of Evidence la 1b 1c 1d le 1f 19 1h 2a 2b 2c 2d
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UNIT CCM5/ 006 (FO7X 04 Manage Factors Affecting Project Feasibility

ElementO06.1 Identify investigation requirements

Evidence Comments: Where knowledge evidence is used to cover iteemgefhot included in theoskplace evidence, this should be specified here.
Reference should be made to the relevant expert witness statements and assessor Q&A reports in the portfolio.

Notes/Comments

The candidate has satisfied the Assessor and Internaiéretiat the performance evidence has been met.

Candidate: Date:
Assessor: Date:
Internal Verifier: Date:
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UNIT CCM5/ 006 (FO7X 04

ElementO06.2 Confirm legislation requirements and constrants

Performance Criteria

This involves:

(@)

(b)

(c)
(d)

(€)

confirminginvestigation methods and techniquewhich are
valid, reliable, consistent with legal requirements and which
identify the feasibility of the development

identifying the requirements and prefstroptions of planning
and other regulatory bodies which have an interdstyrfactors
of the development

identifying and assessing the relative importance of existing &
anticipatedegislation

identifying and reviewing opportunities and ctvasts on
development options which could result from both existing an
anticipatedegislation

summarising any legislative constraints which might affect the
viability of the development and explaining the procedures fol
appealing against negativedaisions

Range

1

Manage Factors Affecting Project Feasibility

Methods and techniques for the investigation:

(a)
(b)
(c)
(d)

standard document search

field research

client and user consultation

discussion with regulatory and statutory bodies and local
authorities

Key factors:

(a)
(b)
(c)
(d)
(€)
(f)

infrastructire issues

land use

physical development
environmental considations
timetable

financing

Legislation about:

(a)
(b)
(c)
(d)
(e)

planning and development
construction

health and safety
environment

end use
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UNIT CCM5/ 006 (FO7X 04) Manage Factors Affecting Project Feasibility

ElementO06.2 Confirm legislation requirements and constraints

Evidence Requirement® Performanceand Process Evidence Requirement® Performance and Process (cont)
Taken as a whole, the evidence must show that the candidate Process Evidence

consistently meets all the Penfioance Criteria, across thieanges for

the Element. None applicable

References in brackets after items indhielence specification refer to
the corresponding Performance Criterizg (a), andRange,eg[1], to
which they apply.

Product Evidence

There must be workpde evidence against each performance criterio
Where the workplace evidence does not cover a ViRaoige,
knowledge evidence must be provided to cover the remaining items
Range of each relevant performance criterion.

The candidate must produce docuntaey evidence from the workplace
covering the following items that are considered to be common and
key/critical to demonstrate competence:

1 Record(s) of the methods and techniques to be (esed]

2 Summary(ies) of regulatory and legislative regmients and
constraints which include preferred options; relative importanc
of existing and anticipated legislation; explanations of the app
procedures(b,c,d,e) [2,3]

Simulations are not considered to be acceptable for producing evid
for this Hement.
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UNIT CCM5/ 006 (FO7X 04

ElementO06.2 Confirm legislation requirements and constraints

Evidence Requirenentsd Knowledge and Understanding

Established from questioning the candidate or from industry recogn
education and training course assessment which is matched to the
Element. A candidafs knowledge and understanding can also be
demonstrated througpresented performance evidence.

1

2

How and why do you confirnmvestigation methods and
technique® (evaluation) (a) [1]

What do you identify as the requirements and preferred optiot
planning and other regulatory bodies which have an interest il
key factorsof the development? (understanding) (b) [2]

How and why do you assess the relative importance of existir
and anticipatedkgislation? (analysis) (c) [3]

How and why do you identify the relative importance of existir
and anticipatetkegidation? (synthesis) (c) [3]

How and why do you review opportunities and constraints on
development options which could result from both existing an
anticipatedegislation? (analysis) (d) [3]

How and why dg/ou identify opportunities and constrairga
development options which could result from both existing an
anticipatedegislation? (evaluation) (d) [3]

How do you summarise any regulatory constraints which migt
affect the viability of the development, and explain the proced
for appealingagainst negative decisions? (application) (e) [3]

Manage Factors Affecting Project Feasibility
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UNIT CCM5/ 006 (FO7X 04 Manage Factors Affecting Project Feasibility

Element006.2 Confirm legislation requirements and constraints

PerformanceCriteria

No

Description of Evidence

a b c
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UNIT CCM5/ 006 (FO7X 04

Element006.2 Confirm legislation requirements and constraints

Manage Factors Affecting Project Feasibility

Range
No | Description of Evidence la | 1b 1c | 1d | 2a | 2b | 2¢c | 2d | 2 | 2f 323 | 3b | 3¢ | 3d | 3e
Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5 182

© SQA 2010




UNIT CCM5/006 (FO7X 04 Manage Factors Affecting Roject Feasibility

ElementO06.2 Confirm legislation requirements and constraints

Evidence Comments: Where knowledge evidence is used to cover iteemgefhot included in the workplace evidence, this should be specified here,
Reference should be matb the relevant expert witness statements and assessor Q&A reports in the portfolio.

Notes/Comments

The candidate has satisfied the Assessor and Internal Verifier that the performance evidence has been met.

Candidate: Date:
Assessor: Date:
Internal Verifier: Date:
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UNIT CCM5/ 006 (FO7X 04 Manage Factors Affecting Project Feasibility

ElementO06.3 Agree project cost strategies
Performance Criteria
This involves:

(a) identifying and agreeing assumptions about etements,
alternative designs, construction, services, financing, and use
options for the project withtakeholders

(b) selecting appropriatmethodsfor assessing thimctors relevant
to the projected cost options for the project and agreeing ther
with stakeholders

(c) discussing the cost implications of adopting alternative desigr
construction methods, services, and accounting strategies, ar
agreeing cost strategies witakeholders

(d) evaluating all theesearchwhich has been carried oand
deciding whether or not to proceed

Range
1 Stakeholders:
(@) internal

(b) external

Methods:

(@) cost benefit analysis
(b) life cycle costing

(c) value management

Factors:

(a) capital costs
(b) costsinuse
(c) residual value
(d) residual costs

Research:

(a) surveys

(b) tests

(c) health, safety and environment
(d) legal

(e) financial
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UNIT CCM5/ 006 (FO7X 04

ElementO06.3 Agree project cost strategies
Evidence Requirement® Performanceand Process

Taken as a whole, the evidence must show that the candidate
consistently meets all the Performance Criteria, acros&Rtmges for
theElement.

References in brackets after items indhielence specification refer to
the corresponding Performaa Criteria,eg(a), andRange,eg[1], to
which they apply.

Product Evidence

There must be workplace evidence against each performance critel
Where the workplace evidence does not cover a whole Range,
knowledge evidence must be provided to coverdémaining items of
Range of each relevant performance criterion.

The candidate must produce documentary evidence from the workj
covering the following items that are considered to be common and
key/critical to demonstrate competence:

1 Record(s)of selected cost option&ll) [all]
2 Record(s) of discussion(gy) [1,4]

Simulations are not considered to be acceptable for producing evid
for this element.

Process Evidence

None applicable

Manage Factors Affecting Project Feasibility

Evidence Requirement® Knowledge and Understanding

Established from questioning the candidate or from industry recognisec
education and training course assessment which is matched to the Ele
A candidatés knowledge and understanding can also be demonstrated
through presented performance evidence.

1

How and why do you identify and agree assumptions about cost
elements, alternative designs, construction, services, financing an
options for the project? (synthesis) (a) [1]

How do you discuss the implications of adopting different design,
construction methods, services, accounting strategies and agree ¢
strategies witlstakeholders (application) (d) [1]

How and why do you agree assumptions about cost elements,
alternative designs, construction, services, financing and use optic
for the project withstakeholder$? (evaluation) (a) [1]

How do you discuss design, construction, services, financing and
strategies wittstakeholders? (application) (c) [all]

How and why do you agree design, construction, services, financil
and use sategies withstakeholders? (evaluation) (c) [1]

How and why do you select and agree appropnathodsfor
assessing thiactors which are relevant to the projected cost option:
for the project and agree them wittakeholders? (evaluation) (b)
[1.2,3

How and why do you evaluate all thesearchand decide whether or
not to proceed? (evaluation) (d) [4]
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UNIT CCM5/ 006 (FO7X 04 Manage Factors Affecting Project Feasibility

Element006.3 Agree project cost strategies

PerformanceCriteria

No

Description of Evidence

a b
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UNIT CCM5/ 006 (FO7X 04

Manage Factors Affecting Project Feasibility

Element006.3 Agree project cost strategies

Range
No | Description of Evidence la 1b 2a 2b 2c 3a 3b 3c 3d 4a 4b 4c 4d 4e
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UNIT CCM5/ 006 (FO7X 04 Manage Factors Affecting Project Feasibility

Element O06.3 Agree project cost strategies

Evidence Comments: Where knowledge evidence is used to cover iteemgefhot included in the workplace evidence, this should be specified here,
Reference should be made to the relevant expert witness statenteassassor Q&A reports in the portfolio.

Notes/Comments

The candidate has satisfied the Assessor and Internal Verifier that the performance evidence has been met.

Candidate: Date:
Assessor: Date:
Internal Verifier: Date:
Candidate Guidance & Portfolio for the SVQ in Construction Site Management level 5 188
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UNIT CCM5/ 007 (FO84 09 Manage Project Design

This Unit has the following Elements:

CCM5/007.1 Identify and assess significant factors affecting the project design
CCM5/007.2 Manage applications to secure statutory consents

CCM5/007.3 Negotiate an@gree a project design

Unit Summary

This Optional Unit covers the candidateds key r es pthemprsawdrd or thetposevard f or man
stage; and could involv@t riskbfinancial commitment.

Element 7.1 covers the review of the significant factors affecting project designs. It involves leading the projectgesgimgnthe key design parameters.
This will probably bejpre-awardwork.

Element 7.2 relates to identifying and evaluatingdbresents necessary for the project, and managing the subsequent applications. Again, this is likely to be
at the@re-awardstage.

El ement 7.3 is about securing the stakehol der so6 -avgrd o possvardstageo t he chose
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UNIT CCMS5/ 007 (FO84 04

ElementO07.1

Performance Criteria

This involves:

(@) reviewing and evaluating the findings of investigatiand
identifying significant factors which may influence existing and
anticipated development

(b) confirming data and conclusions from all areas of specialist
research and design evaluation, and circulating the document
project team members

(c) evaluding the information available with the project team, and
producing realistic design parameters which recognise signifis
opportunities and constraints

(d) assessing the design parameters and circulating the assessrr
the people responsible for peat design, planning and scheduli

(e) advising stakeholder(s) on the most appropgatase(s) of

action

Manage Project Design

Identify and assess significant factors affecting the project design

Range

Significant factors:

(a)
(b)
(c)
(d)
(e)
(f)
(9)

stakeholder requirements
community

construction

regulatory

health and safety

cost

environmental

Opportunities and constraints:

(a)
(b)
(c)
(d)
(e)
()

(@
()
(i)

project type, purpose, location
lifecycle

use

significance/status

legal and regulatory

physical and technical

health and safety

anicipated development timetable
environmentatjuality and sustainability
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UNIT CCM5/ 007 (F084 09 Manage Project Design

ElementO07.1 Identify and assess significant factors affecting the project design

Evidence Requirement® Performanceand Process Evidence Requirement® Performance and Process (cont)

Taken as a whole, the evidence must shaivthe candidate Simulations are not considered to be acceptable for producing evidenc
consistently meets all the Performance Criteria, acros&Rtmges for this Element.

the Element.

Process Evidence
References in brackets after items indhielence specification refer to
the corresponding Performance Criterizg (a), andRange,eg[1], to None applicable
which trey apply.

Product Evidence

There must be workplace evidence against each performance critel
Where the workplace evidence does not cover a ViRaoige,
knowledge evidence must be provided to cover the remaining items
Range of each relevant perfoamce criterion.

The candidate must produce documentary evidence from the workj
covering the following items that are considered to be common and
key/critical to demonstrate competence:

1 Record(s) of significant factors, opportunities and congsaand
design parameters identified through investigation, research,
evaluation and assessmefatb,c,d) [all]

2 Document(s) and assessment(s) circulated to project team
members and people responsible for project design, planning
scheduling(b,c,d)[all]

3 Record(s) of advice given to stakeholdée3 [all]
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UNIT CCM5/007 (FO84 09

ElementO07.1

Evidence Requirement® Knowledge and Understanding

Established from questioning the candidate or from industry recogn
educdion and training course assessment which is matched to the
Element. A candidafs knowledge and understanding can also be
demonstrated through presented performance evidence.

1

2

How and why do you review the findings of investigations?
(analysis) (a) [1]

How and why do you evaluate the findings of investigations?
(evaluation) (a) [1]

How and why do you identifgignificant factors which may
influence existing and anticipated development? (understandi
(a) [1]

How do you confirm data and condioss and circulate
documents to project team members? (application) (b) [1,2]
How and why do you assess the design parameters? (analysi
[1.2]

How do you circulate the assessment of the design paramete
people responsible for project desigignning and scheduling?
(application) (d) [1,2]

How and why do you evaluate the information available?
(evaluate) (c) [2]

How do you produce realistic design parameters which recog!
significantopportunities and constraints? (application) (c) [R
How and why do you advise stakeholder(s) on the most
appropriate course(s) of action? (synthesis) (e) [1,2]

Manage Project Design

Identify and assess significant factors affecting the project design
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